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FOREWORD 



, . This curriculum guide is designed to aid those charged with local admin- 
istration and coordination of programs of Trade and Industrial Education, 
referred to Industrial Work Experience Training Programs, 

Acknowledgements of those contributing to this publication will, be found 
in a succeeding section. This office is grateful to all who helped j^:and is 
most anxious hdVe this publication used by all Industrial WorI»^3cp^rience 
Coordinators and Administrators in th^ interest of a better I.W.E. program to 
serve^the youth of Virginia. ^ f * -s^ 

William P. Vaughan 

State Supervisor 

Trade, and Industrial Education. 




PREFACE 



The primary purpose of this guide Is to present basic sample Instructional 
materials, for the Industrial Work Ex!t>erlence Program. The basic Instructional 
material used In this curriculum guide has been, used^uccess fully by coordina- 
tors In the ICT programs, this guide was developed using the ICT I Virginia 
Curriculum Guide as a ref^r^ce. * Basle changes have been made to better meet 
the needs of the IWE Coordinators and their students, 

.This curriculum guide was developed during the fall quarter in a special 
workshop held afr Hermitage High School by Virginia Polytechnic and State 
University, Blacksburg, Virginia. > 

The following students participated in the d;evelopment of this curriculum 
guide.) " • 



Edward A. Atkins 



Falling Creek Junior High School 
Chesterfield Co. , Virginia 



Roy M. Billingsley 



Hugh Byrd 



Hermitage 'VcPTech Center 
Henrico County, Virginia 

Henrico County Schools 
Henrico Cotinty, Virginia 



Harvey L. Crone 



Hermitage Vo-Tech Center 
Henrico County, Virginia 



Joseph D. Dunker 



Hermitage High School 
Henrico County, Virginia 



John B. Moore 



John Tyler Community College 
Chester ,^Vlrglnia 



Thomas A. Verb eke 



William G. Wyayt 



Hermitage High School 
Henrico County > Virginia 

John Tyler Community College 
Chester, Virginia 



The sample! lessons and handouts contained in this guide are only suggestive "~ 
in nature. Thl^ guide' is not designed as a course of study to be followed rigidly 
by the coordlna^^or , but it dofes offer suggesSElons for objectives, content and 
methods. The cqdrdlnator is encouraged tg produce his own transparencies, handouts 
and tests, utllJ^zlng* selected sample materials contali\ed herein. ^ 



- ter^G. D^enk 
iiogram Leader, Vocational 

Industrial Education 
Virginia Pol>jrtechnlc I&stltiite 
.1 and State^ ITniv^sity 
Blacksburg, Virginia 24061 



Hki 



irold E. Theakston 
rfermitage High School ^ 
<8301 Hungary Spring Road 
' FLlchmond, Virginia 23228 
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IWE I 



UNIT I 



INTRODUCTION TO THE IWE PROGRAM^ 

^ 



Industrial Wprk Experience - A program for the 
student. ' • ^ , 



Vocational Industrial Clubs of Ametica <VTCA) 
Your National Yoiith Club 



Parliamentary Procedure 
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INSTRUCTOR' S LESSON PLAN 
Generally Related Information 



io Unit 

Lesson 



SUBJECT: Industrial Work Experience, a program for the vocational student 

* - 

OBJECTIVE: The I WE student will be able to discuss the local program and 
how it aAects ,the student, the school ,and industry. 

TEACHING. AIDS: Overhead projector, slide projector/ 



MATERIALS: Transparencies, slides (Made locally by the coordinator of students 
on th0 Job), Student-Parent Agreement. 



REFERENCES : Handbook for Coordinators of Industrial Cooperative Training in 
Virginia-^ 3 Public Schools . January, 1971, Trade and Industrial 

* Education Service, State Department of Education, Richmotid, 

Virginia, 23216. ^ 

SPEAKER: Ep^oyer and/or former IWE students. 

I. PREPARATION (of the learner) - " ^ : " 

Introduction: , ^» 

Industrial work experience is a part-time work training program^ in. which 
qualified Junior an^senior students earn a wage while preparing for 
gainf\a employment *t^e entiry level in the technical, trade; and 
health occupations ^ their choice. The IWE studtot* attends school 
one--half of each dar'^aud receives work experience on the Job the othlr 
^ half of the scho5l yayi^l _Refer to Tralisparency. I-l-l. 



Question: 

What does IWE mean^to Wu? 



II. PRESpTTATioN (of the information) ' - . ^ ' ^ 

INSTRUCTIONAL T OPICS KEY POINTS (things 'to remember to do or say ) 

A. 'Aims of the IWE program . Develop' a discussion oH each of the 

1. To prepare students for gainr ailnQ 

ful employment in an occupation Refer to Transparency 1-1-2 
at the entry level through work ' 

f experience and related class-' * ^ ^ 
room instruction 
To develop a ctopperative associa- 
_ tion among the students,- the 

school, the coordinator, the ' 
employer arid the . community for ^ 

the benefit of all ^ . •/ , 




II. PRESENTATION (of the Information) 



A. 



4 



c. 



INSTRUCTIONAL TOPICS 



KEy POINTS (thlrtgs to remember to do or say) 



Alms of the IWE program (continue^) 

3. To provide information on the 
, various occupations— thi -^ 

requirements and opportuhltlea 
In each 

4. Develop desirable attitudes 
a^ ^ Respect for and under- 

' standing of work and 

workef|^ . 
b. Mature and realistic 
concept of self 

Student *s Responsibilities 
1. Adhere to the rules and 

regulations of the program 

and the school 

Desire to learn an occupation 
Conduct yourself as a responsi- 
ble student and eiiq>loyee 
Maintain satisfactory ^vork and 
attendance on the job and In 
school. 



2. 
3. 

4. 



Advantages of the IWE Program 

1. Earn while you learn 

2. Receive realistic tralnln^^ In 
chosen, occupation \ ^ ' 

3. Classroom Instruction In^ 
directly related subjectff 
Gain ffitoerlence 



4. 
5. 

6. 



8. 



School does not need to luiy^ 
expensive equipment . ^ 
Variety of training can bfe 
offered 

Reduces emplp^^'^s training 
costs 

Employer can develop and train 
employees 



D. 



Vocational 'Edtic^lpn 
Areas o'f vQg^ij^nal education, ' 
tilture Education 
Home Economics Education 
Business Education 
Distributive ,Ed;icatlon 
Health Occupations 
Public Service Education 
Trade Industrial Education 
(Examples of Trade areas) 
Cosmetology 
Auto Mechanic^ 



Show slides" of IWE students on the "J ob » 
stressing jb4ie various IWE occupations 
available In the community, ^ 



Refer to Transparency 1-1-3 
Hand out, discuss, Student -Parent 
Agreement, (Handout 1-1-4) 

Ask the student what school policies 

concern the IWE student in particular. 
Mention a few: 

1. Student parking 

2, Early dismlsaal from school 
l^^^^ternoon assemblies 

4« Afternoon club meetings 

Discixss each of the advantages of the 
IWE program, ^ \ 

Refer to Transparency I-J-S * , , 



2 
3 
. 4 
5 
•6 
7 



Briefl^ discuss each of thetxvocational 
offerings In your school. 
Describe other cooperative 




EKLC 
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II. PRBSENTATION (Continued) 



IHSTBPCHONAL TOPICS 



KEY POINTS (thlnaa to remember, to do or aav ) 



D. Vocational Education Areis 

of vocational education (continued) 
7. Trade & Industrial Education.* 

Electronics 

Drafting 

Nursing 

Industrial Work Exp^rl«nce 



III , APPLICATION 

•Question , ' / 

What'a in It for you, the atu^ent? How^can IWE help you? > 

Outalde apeaker^ 

Have An emprloyer tell why he hired an IWE student. Have a former 
student tell how he was helped by IWE. 



IV. TEST 



Have student tell' about the IWE program in relation to the student, the 

school, and industry. Discuss the advantages of each. 

V>- ..- ... • • V 



SUGGESTED ACTIVITIES : Explain 'the IWE program to* friends, parents, and employer. 

.LESSON: Vocational Industrial Clubs of America (VieA)-Your NationaTSXeyth 
. C^ub ^- ^ , . ... 



/ 




r' 
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DEFINITION OF LW.E. i 



INDUSTRIAL W)RK EXPERENCE IS A SPEClJfe 
FORM OF COOPERATIVE EDQCATION DESIGNED 
TO PROVIDE VOCATIOfjAUJDUCATIONAL TRAINING 
OPPORTUNITIES FOR SELECTED HIGH SCHOOL 
STUDENTS. 




Transparency I- 1-1 






AIMS1)F THE PROGR 



THROUGH WORK EXPERIENCE ANp RELATEp STUD 
lES, VOCATIONAL TRADE AND INDUSJRIAL 
TRAINING OPPORTUNITIES ARE PROVIDED. ^ 
TO DEVELOP A COOPERATIVE ASSOCIATION 
BETWEEN THE STUDENT, SCHOOL, INDUSTRY 
AND COMMUNITY. % 

TO POINT OUT THE REQUIREMENTS AND OPPORr 
TUNltlES IN THE VARIOUS OCCUPATIONS. 
TO DEVELOP A PROPER SET OF^ALtlES. 

' ^' : 12 ^ . ■ - ' 



\ 



' Transparency 1-1-2 




^ir^NESTY^ J 

2 . 0000 ATTENDMK^ 

3. ACCEPT INSTflUCTION AND 
, CJWTICISM 

4. A REAL DESIRE TO LEARN. 

5. COOPERATIVE ATTITUDE ON 
THE JOB AND IN SCHOOL. 

6. RESPONSIBLE ATTITUDE ON 
THE JOB AM} AT SCHOOL. 

.23 Transparency 1-1-3 



" STUDENTl-PARE^T AGREEMENT ■ ' 

" .Tim^ INDUSTRIAL WORK. EXPERIENCE PROGRAM ' • " 

The Industrial .Work Experience Program is pXanned^o develop, a aftudent 
.academically, economically, and.spcially . In'dping thiS^j 'there arie difinitei 
tKings.^which; must be drae. There, aire responsibilities, which the ,^tudent* must 
fulfiU and he should Agree to vcooperatg^, carrying tbim.'qut to tfie .fullest 
^ extent. - , ^. _ ,^ ^ . \. , 

. ^ As 'condition for acceptance in the .Industrial Work Experience Program, I 
' the^fore agree: • ^.\\ . ^' 

^1. ^To be re^lar in attendance in school and on the -job. 

2. , To be- on time;,at school-vaitCon. the job. , ♦ 

3. To notify my eiiq)loyer^te soon as I know that I will be absent Irom wprk.w 

4. To notify the coordinator as early in the dayas possible on days that I 
am absent from ^chool, 



5. 



If .1 am aJ)sent from schoj^l, I must, also Jt>€^absent from work on. that day/\ 

6. To carry out my training on the job in such a manner that I will reflect 
credit upon my^^y^f and upon the Industrial Work facp^rience^rogram. 

7. To pferform all my duties in a commendable manner and perform related study 
assignments with earnestness and sincerity. 

8. To conduct myself in a satisfactory manner, both on the job and in the 
classroom, or my training may be discontinued an^HE may be removed from 
the program. , ) 



9 . To know-iihat If I am removed from' the program due to failure either in 
the class Instruction or work experience that I will receive a falling 
griade for the program and will JLose both credits. 

10. To attend any function the Industrial Work Experience class sponsors. ' 

11. To pay all normal Jfees and charges necessary to pay for class activities, 
i.e., banquetft-'tdnfe^ences, and field trips. 



12. To .make a con9^eitrated effort to abide by all school rules and regulations, 
and thereby avoid detentions. 

13. That while I am at work, I reaHze that I am in a school program and the 
appropriate school rules apply|||.e., no smoking'^ on the job, etc. 

Tc accept counseling and guidance from the coordinator as an aid to my 
Psarsonal lxq>rovement. - ^ , 

\ \ ^School Year 19 ,-19_'5^ ' 



. Parent Slgnature_^ 
Student Signature^ 



14 Handout 1-1-4 
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AQVANTAGEa; OF THE 




LW:E. PROGRAM 



ERIC 



RECEIVE HIGH SCH0OL 



\ 



CLASSROOM INSTRUCTION IN 

ECHNICAL AND RELATED 
SUB.IECT8. 



OPPORTUNITY FOR EMPLOY^ 
MENT UPON LEAVING SCHOOL. 



IP 



EARN WIfLE YOU LEARN 
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EAT., 

TEACHING MATERIALS FOR IWE 
GENERALLY BELATED LESSONS 



* Unit. I 



« ' > ' V - ' "£e88on. 1 

BOOKS - ' , , . ' ■ * 

> . ^ I - :• , ; ■. 

Mason and Hlnes, CoppeiAttve Occupatlonat Education . The Interstate^ Company, 
Danville , Illinois, 1^65, $7.56. . <^ ^" 

■ .. W ■ 

BOOKLETS ' ■ ^ , — . . 

■ 

Information Concerning Industrial Cooperative Training . Bulletin No. 4, Thfi ' 
State Department of Educa5<;ion aa^ the Deparigitent of Education, Virginia 
Polytechnic Institute and^atfi|n£vei^lty, Blacksburg, ^Irginla ?4061. 



The Apprentice. DescribeB Vitginla's apprentice prograip/ The coordinator 

should point but that in some trade areas l|fE. training will allow, credit 
hours in the |appi^^ice program. ^\(^tninutes, 1955, State. 

Diversifi ed Occupations . .Although this title is jnialeading, the film shoKp 
the general opera ticm of a cooperative education program. 10 minutes, 
1955, State. . ^ * 

S ^ 

I Never W ent Back . Film relates that the dropout fedfe^ttle" chance unlfess he 
has some training. 16 minut^ea,-^colof , 1964, 

PHAMPHLETS 

Facts Abou t thd ICT I»rogram In Virginia . Trade and Industrial Education Service 
State Department of Education, Rtchmond, Virginia 23216, V- 




"1 



r 
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IHSTRUqTOR'S LESSON PLAN 
Generally Related Information 



^ ^ Lehson 

1^) 



SUBJECT: J Vocational Industrial Clubs of AaArlca (VICA) 

OBJECTI^: The student will be able to list the reasons for belonging to 

,yiCA, the activities of the club, and what Is expected of iilm as 



S' neober . 



TEACHING AIDS : Overhead projector, slide projector, ,16 MM movie pro jecW ^ 

MATErAlS: Transparencies, VICA ceremonial emblem, slides, and club scran- " 
'* ' book -f" ' . *^ 

REFERisNCES: Going f'Uces (Gjm^al Jiotors) . ^ VICA /palls Church, Virginia, ^22046. 
, - Lea^rshlp^B^dbook— V ocational Industrial Clubs of America . 

VlCA^^^pS'North Virginia Avenue, Falls Chlirc^, Virginia 22046 ^ ' - 



SPEAKER > Foi 



VICA officer 



I. PREPARATIOH (of the learner) 



-I 



Question - * - . 
- What is VICA? > 

Why join VICA? 

Why have a VICA. Club? 



A 



II., PRESENTATION faf the Information) 



INSTRUCTIONAL TOPICS KEY POINTS (thln& to remember to do oTl^ 



What Is VICA? 
1. Organization' 
a. » Their club 
.b. T and I students 
Goal. 

VICA pledge- ^ 

4. ' VICA" creed 

5. VICAjnotto 
VICA colors 
VICA emblem ' 



2. 



6. 



Refer to Transparency 1-2-1, 1-2-2, 
1-2-3, 1-2-4, 1-2-5, 1-2-6, 1-2-7, 1-2-8. 

Let students practice the emblem cerepmy 
and explain contest. 



B. Who is VICA? 



C. Purposes of VICA 



Hand out and have student^ read 
Refer to Handout 1-2-9* 

Hand out and ^ read to group 
Refer to Hdndaut 1-2-10. 
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11.^ ^ i>RESENTATIQM (contiyiued) 



INSTMJCTIONAL WtCS 



KEY POINTS (things to renamber to do or say) 



D. 



Local Club Officer^ )spn 

1. President ^ 

2. Vice-President 

3. Secretary 

4. ^ Treasurer 1 

5. Reporter / ^ [ 

6. Parliamentarimi | 

Club' Activities" \ 
1. ■ C±^riLily;■^^^ . \ 
a, vote lotit 

« b ^ ^S^dtSEy c€unpa:^gn 
Ecftcational 




^.^^^ .V ^ 1-2-11, I-2-12I 



tions 



Refer to Transparency 
1-2-13. 




Refer to Tran8pareiie3L^2-l4, 
Make a bulletin bc^ard of /ictivities in 
jthe classroom and assign certain students 
responsibility each Wnth, . / 



2. 



a. Guest speal^ts 



Visit Indus t|:i'al plants 
and local bu6inesse^ 



2. 



^3. ^ Social 



Show^islides of previous activities such as: 
1, ETnployer-ein)loyee banquet 
Regional, state .and natibnal 
cpnventions 

Emblem cerenftmy : . 1 

Installation of officers 
Other events ^ • 



3.' 
4. 
5. 



JlmpJ&yer-emi^loyee banquet 
Caokouts' 



4. 
5. 



a, 

;b. 

c; Dinner meetings 

Contests 

Convent lotTs 



Invite former club president ap speaker. 



Refer* to Transparency- 1-2-15* • . 
Tell where past conventions have been 

^ held ^ 
Refer to Transparency 1-2-16, 



III. 



APPtlCATION . I. 

V - ... 
Invite formet VICA of fleer to address class 
Start thinking of election of officers. 
What- kind of activities would y&u like to hav^?. 




IV. TEST 



J 



List 5 ,rejas6ns for being in ypur VICA club. 
List 6 activities of your club. 
List 5 things that are expected of you as a VtCA member. 



^UCdESTED ACTIVITIES: Look at acco^lishments of previous years—trophies, 
\ , projects, scrapbook. Form conmlttees for fund raising, 

^social activities, public relations, cppmmnlty projects, 
etc. 



ERLC 



I?EXT LESSON: Parliameitt:ary Procedure 



\ 
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vWHAT IS 





^ 




\ r 



/ 



THE WCAnONAL tNOUST/tlAL 
CLUBS OF AMERICA IS A 
NATION^ ORGANIZATION 
FOR VbUTH - BOYS AND GIRLS 
ENROLLED IN VOCATIONAL 
INDUSTRIAL EDlibATION 
PROGRAMS. 



19, 
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Trflipsparency 1-2-1 



WHO MAY 
JOIN 



( 



VICA? 





^1 



ANY HJGH SCtjraOL STUDENT ENRQLUED 
I^ULL-TIME IN TRAOt; INDUSTRIAL, TECHNICAL OR 
HEALTH EDUCATION CLASSES OR ANY POST SEC- 
ONDARY STUDENT JN AREA VOCAttONAL SCHOOLS, 
JUNIOR OR COMMUNITY COLLEGE. TRADE, INDUSTRI- 
AL, TECHNICAL OR HEALTH^DUCATiON PROGRAMS - 
MAY BECOME A MEMBCRT MEMBERSHIP (S VOLUN- 
TARY. 



20 
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\ THE GOAL 0? ViCA IS TO HELP STUDENTS 
WITHv INTERESTS IN THE TRADE. INDUSTRIAL, 
TECHNICAL OR HEALTH FIELDS BECOME HAPPY, 
MATURE AN D PRODUCTIVE CITIZENS, 



Transparency 1-2-3 



UfON MY^IONOA, r PLEDGE 



TO PREPAPK MYSELF BY DILIGENT^ ' 
STUDY AND ARDENT PRACTICE ToC< 
^BECOME A WORKER WHOSE SERVICES 
WILL BE RECOGNIZED AS HONORABLE 
Bt MY EMPLOYER AND FELL^ WORKERS. 

«TaBASE MY EXPECTATIONS OF REWAM) 
7 UPON THE SOLID FOUNDATION OF ' 
SERVIGE. 




AND RESPECT MY VOCATKM 
A WAY AS TO BRING REPm^ 
LF. ) 

AND FURTHER, TO SPARE NO EFFORT 
iN UFjHOLDING THE IDEALS . OF THE 
VOCATIONAL INDUSTRIAL CLUBS OF 
AMERICA. 



THE VICA 



Transparency 1-2-4 



r 



>VICA CREED 



/ bel/ev£i w the dignity of^ work. 

i believe in the american way ' 
oflV^e. ■ . 

/ believe in education. 

i believe in fair plat. 

i believe satisfaction is 
achieved by good work. 

i ^liev^ in high moral ano 
spirktual standards. 



J 



ERIC 
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Transparency 1-2-5, 
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1" 



THE MEANING OF THE 



COLORS QF 




RED AND WHITE 



3 




REPRESENTS THE INDIVIDUAL 
STATES AND CLUBS. 



BLUE 



G^D 



REPRESENTS THE COMMON 
UNION OF THE STATES AND 
OF THE CLUBS. 



REPRESENTS/THE INDIVIDUAL, 
THE MOST IMPORTANT ELEMENT 
OF THE ORGANIZATION. 



ERIC / 



J 
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THE SYMBOLISM OF THE 
VICA EMBLEM 



M m 



THE SHIELD REPRESENTS 
PATRIOTISM. 



THE TORCH REPRESENTS 
KNOWLEDGE. 





<>THE ORBITAL CIRCUS 

REPRESENTS TECHNOLOGY. 



THE GEAR REPRESENTS THE 
INDUSTRIAL SOCIETY, • 





THE HANDS REPRESENT 
- YOUTH. 



Transparency 1-2-8 



WHO IS VICA? 



VICA IS THE YOUNGEST NATIONAL VOCATIONAL 
YOUTH ORGANIZATION AND POTENTIALLY THE 
LARGEST IN THE NATION. IT PRESENTLY HAS 
A POTENTIAL OF APPROXIh^tELY I -7 MILLION 
MEMBERS WITH THE EMPHASIS NOW ON TRADE 
AND INDUSTRIAL EDUCATION. IT IS PREDICTED 
THAT VICA WILL HAVE 300,000 MEMBERS BY 
1983 



^ 27 
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VOCATML INDOSTRIAL CMBS OF AMERICA 
FUBPOSES 



' % unite in a comnon bond all students enrolled 
in vocational Industrial, education. 

- To develop leadership abilities through partici- 
pation in educational, vocational,' civic, recrea- 
tional, and social activities.. 

■ To foster a deep respect for the DIGKITY OF WORK, 

- To assist students in establishing realistic vo- 
cational goals. 

- To help studlRts attain a purpofeful life. 

¥ 

■ To create enthusiasm for learning. 

- To promote high standards in trade ethics, work- 
manship, scholarship, and safety. 

- To develbp the ability of students to plan to- 
gether, organize and carry out vorthy activities 
and projects through use of the democratic process. 

- To foster a wholew^e understanding of the func- 
tions of labor and management organizations and 
a recognition of their mutual interdependence. 

- To create among students, faculty members, patrons 
of the school and persons in business and Industry 
a sincere interest in and esteem for vocational 
industrial education. 

- To develop patriotism through i\knowledge of our 
Nation's heritage and the practid^^ DEJfOCRACY. 

" \. 

A ETIONAL YOUTH Of GAMEATION FOR VOCATIONAl msim STUDENTS 

s 
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LOCAL CLUB OFFICERS 
AND THEIR DUTIES ' 




THE PRESIDENT AND MUST BE PREWRED 
TO ASSUME THE OFFICE OF PRESIDENT 



30 



Transparency 1-2-11 



SECRETARY 




TREASURER 
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Transparency 1-2-12 

\ 




REPORTER 



TO HANDLE THE PUBLICITY 
FOR THE CLUB. 

MUST ESTABLISH A GOOD 
RELATIONSHIP WITH . 
ALL OF THE NEWS MEDIA. 



1 




PARLIAMENTARIAN 



SERVES AS A CONSULTANT 
TO THE PRESIDENTjpN 
PROCEDURAL MATTERS. 



Transparency 1-2-13 



CLUB ACTIVITIES 



CIVIC 

SAIfETY CAMPAIGNS 
NEEDY FAMILY PROJECT 
"6ET-0Ut-THE-V0TE" PROJECT 

EDUCATIONAL 

VISITS TO INDUSTRIAL 

PLANTS 
,GUEST SPEAKERS 

"CAREERS IN INDUSTRY" 
PROGRAM 



SOCIAL 

EMPLOYER - EMPLOYEE 

BANQUET 
SKATING PARTY 
. COOKOUT _^ 
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CONTEST 



'A 




1 



I . BRICKLAYING v 

2 . CLUB ESSAY 

3. CLUB §CRAPBOOK 

4. COSMETOLOGY 

5. DRAFTING 



o 

ERIC 



6. PUBLIC SPEAKING 

7. WELDING 

8. ELECTRONICS 

9. JOB INTERVIEW 
fO. CURRENT EVENTS 
I I. TALENT 

12. VICA STUDENT Of THE YEAR 



AND MANY, MANY OTHERS. 



34 



Transparency 1-2-15 



- - I 

■CONVENTIONS ' 




VICA 
CONVENTION 



NATIONAL 



STATE 



DISTRICT 



/ 
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SUPPLEMENTAL 
TEACHING MATERIALS FOR IWE 
GENERALLY RELATED LESSONS 

.- - - - •■• Unit I '• 



Lesson 2 

BOOKLETS - ■ 



Official Guide, VICA. National VICA, 105 North Virginia Avenue, Falls Church 
Virginia 22046, $1.00. , • 

A Statement of Philosophy. VICA . National VICA, 105 North Virginia Avenue, 
Falls Chi^rch,' Virginia 22046, $1.00. 

Publicity Handbook, A Guide for Publi c ity Chairman . The Sperry and Hutchinson 
Company, Consumer Relations, 3003 East Klmper Road, Cinclnnait, Ohio 45241 

FILMS 

Developing Leadership . _ Qualities for Leadership, 10 mlnutas, black and white". 

High School - Your Challenge . -This film emphasizes the futu^Timportance of 
a high school education and the advantage in taking paf t in extra' cur- 
ricular activities. 13 minutes, black and white, 1952, State. 

How to Lose What We Have. ResponsibiUties of Leadership, 11 minutes. 1951 
State. 

Going Places . State film library, 1972. , *i * 

PAMPHLETS ^ : ' ' 



Vocational Itidustrlal Clubs of Ai^erlca. VICA, 105 North ^"rglnla Avenue, Falls 
Church, Virginia 22046. ^ ^ /avenue, raxxs 



SLIDES 



The VICA Story . 30 color slides in plastic case and narrative script. $6.50 
' (with tape $8.00), VICA Publications Department, 105 North Virginia Avenue, 
Falls Church, Virginia 22046. 



LISTENING TAPES 



They're Talkinp. Comments by national leaders such as Hubert Humphrey and 

George Meany about VICA, young people and jobs. VICA, single copies $2.50 
each, 20 or more copies $1.50 each. 



^ ' 36 ' 
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INSTRUCTOR'S LESSON PLAN 
Generally Related Information 



Unlt_ 
Lesson 



SUBJECT: Parliamentary Procedure 

OBJECTIVE: IWE students, by groups, will be expected to both conduct and parti- 
^ " ... . cipate in a meeting while xising the proper teirminology and procedure. 

TEACHING AIDS: Projector (16 MM), Handouts 

MATERIALS: Film, "Parliamentary Procedure", State, 1952 (or most recent). 

"Simplifying Parliamentary Procedure", Publication 344, Extension 
Division, Virginia Polytechnic Institute and State University, 
Blacksburg, Virginia. , * 

"Making Meetings Effective", Publication 167, Virginia Polytechnic ' 
Institute and State University, Blacksburg, Virginia.^ 

REFERENCES: Succeeding in the„World of Work . 1970, McKnight and McKnight 
Publishing Company, Bloomington, Illinois. 



I. PREPARATION (of the learner) 



Parliamentary procedure serves several useful purposes: 

1. Assures an orderly meeting* v 

2. Determines the consensus of members on any isdue* 
^ 3. Strengthens grotlp solidarity* 

4. Economizes on time. 



/ 



PRESENTATION (of the information) - . " 
INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or sav) 

A. Parliamentary Procedure in Action Show film, "Parliamentary, Procedure", 



II, 



Order of busineiss 

a. r Call to order 

b. Officers' reports 

c. Committee reports 

d. Unfinished business 

e. New business 

f. Adjournment 
2 . Terminology 



and discussion after film* 



a. Agenda 

b . Quorum 

c. Amendment 

d. "I move ttje previous 
question" 

e. "I rise to a point of order" 

f . Sidetracking motions 

g. Committee of the whole 

h. Accl^ation vote 



Refer to Handout 1-3-1. 
Refer to booklet "Simplifying Parlia- 
mentary Procedure" • ^ 



( 



ERIC 



\ 
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II. PRESENTATION (continued) 



INSTRUCTIONAL TOPICS 



KEY POUJTS (things to remember to do or say) 



A. Parliamentary Procedure (continued) 
2. ' Terminology (cont;lnued) 
1. ?Ad Hoc committee 
j . Standing committer 
k. Others 



B. Constitution 



C . By-Laws 

D. Motions 

; 1. Privilege 

2. Subsidiary 

3. Incldentlal 
' 4. Main 



Read excerpts fromjrour local constitution 
and by-laws. 

Explain the need of revls;Lng each year* 

Hand out and explain the motions used 
In parliamentary procedure. 
Refer to Handout 1-3-2. 



III. APPLICATION ^ , . . 

Role play. Rotate students among various duties. Create', parllamentaty 
, procedure problems and solve. 



Discuss when students would use parliamentary procedure I.e., VICA 
meetings, local political meetings, local civic ^mee tins 



IV. TEST 



In outline form, students will list the procedure and proper order of 
business, including tlie making, discussion and amending the motions. 



SUGGESTED ACTIVITIES: Take VICA members to a Ipdal political meeting. Observe 

parliamentary prqceiure in acdlon. 
Participate in local VICA meetings. 

NEXT LESSON: Pre-employment Information ' 



38, 
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EXPLANATION OF TERMINOLOGY^ 40ST COMWfftNLY USED IN PARLIAMENTARY PROCEDURE 



A Quorum (Enough members present) ' . 

In order to hold a meeting, a quorum of members must be present. The number 
of Individuals that constitutes a ;5ilorum depends entirely upon the Individual 
organization. A quorum does not_wea to be a majority of members. 

Agenda (Things to be done) 

Before the business' meeting, the officers should have prepared an agenda which ^ 

outlines the order of business to be considered. This Is desirable In order- *^ 

to make sure that the most Important mat'ters are considered first. 

Amendment (To a motion) * 

; X ■ • . . 

When an amendment to a motion Is proposed. It, too, must be seconded before It 
can be discussed. The amendment Is then Voted on by Itself and. If accepted, 
4 4/?*^^"^^^ the original motion. Any. number of other amendments to the 
orlglfial motion may be proposed, but only one amendment to an amendment may 
be ma^e. 

I Move the Prevldua Question 

Whenever a member wishes to end discussion on a motion and take a vote on It, 
he may say, I move the previous question." This motion must be seconded. 
The chairman then may ask, "Shall the previous question be put? All In favor 
say. Aye . Should the "ayes have It," the motion Is then voted upon. 

I Rise To a Point of Order 

A person who feels that a speaker's remarks are not related to the question 
under consideration may secure rec^ltlo^ f rom the chairman to say, "Mr. 
Chairman, I rise to a point of order". The chairman should ask him to state 
his point. The person may say, "Mr. J's remarks are not related to the busi- 
ness under consideration". It is up to the chairman to decide whether or not 
the point is well taken. * > 

Sldetrac^klng Motions 

For various reasons, It may be desirable not to take final action on a motion. 
The following are solutions: 

' 1. That the motion be postponed to a later date. 

2. That the motion be referred to a committee for further study. 

3. That the motion be tabled. , 

Acclamation Vote 

A vote by voice. All In favor Indicate by saying "aye". ^ 

/ 39 Handout 1-3-1 
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PARLIAMMTARY PROCEDURE 
Claasification and Kinds of Motions 



!• Motions are divided thus: 

A. Main motion 

B. Privileged 

C. Subsidiary - % 

D. Incidential 

E. ^Unclassified or Miscellaneous 



II. Explanation of the Classes of Motions 

A. A main motion may be regarded as the material upon which the member 
or student is going to work. \ 

B. The subsidiary motions are the main tools to work with. 

C. The incidential motions are the secondary tools. 

D. The privileged motions deal with emergency matters. 

< 

III. The nations under each classification are as follows: > 

A. Subsidiary Motions 

1. Lay a question on the table 

2. The previous question ^ 

3. Limit or extend debates ? 

4. Postpone definitely or indefinitely 

5. Commit or recommit 

6. Amend a motion 

B. Incidential Motions 

1. Rise to a point of order ^ 

2. Appeal from a decision of the chair 

3. Suspension of the rules 

4. Division of the assembly 

5. Motions relating to nominations 

6. Objection to consideration 

7. Division of a question 

8. Motions pertaining to voting 

9. Requests growing out of pending business 

C. Privileged Motions » 

1. To fix the time at which to adjourn 

2. To adjourn 

3. To take a recess 

4. Raise a question of privilege 

5. Call for order of the day. 

D. Unclassified 

1. Take from the table 

2. To reconsider 

3. To rescind 



\ 



4. To expdnge 

5. To ratify 



Handout 1-3-2 
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SUPPLEMENTAL 
TEACHING\ MATERIALS FOR IWE 
GENEiRALLY RELATED LESSONS 



Unit *I 



Lesson 3 



BOOKS 

Robert's Rules of Order. 



Scott Foresman and Company, New /York, New York IQOOl. 



BOOKLETS 

A Guide t o Parliamentary Procedure. Interstate Printers an\ Publishers, Inc. , 
1527 North Jackson Street, Danville, Illinois 61843. 

The, How of Parliame ntary Procedure . » Interstate Print er^^ftid Bubllshers, Inc., 
1527 North Jackson Street, Danville, Illinois 61843^^^ 

A Primer of Parliame ntary Procedure. NatloiwX.Bjjard, YMCA, BiiUau of Commun- 
ications, 600 Lexington Avenue, New Yort^ipSferk 10022. ^ 



Simplified Parliame ntary Procedure. Overseas Ediiciilfeion^ Fund of the League 
of Women Voters, 1220 17th Street, N.W. , Washington, D.C. 20036. 



FILMS 

Parliamentary Procedure. This film can be used in the Introduction of the ■ 
student to the type of procedure expected In local VICA meetings. Film 
shows the type of procedure used In civic meetings. 11 minutes. 1952 
' State. . 

Room for Discussion. Emphasizes that discussion Is the privilege and responsi- 
bility of all citizens living in a democracy. 25 minutes, 1952, State. 

Speech - Conducting a Meeting. Demonstrates the basic procedure of parliamentary 
procedures. 10 minutes, 1952, State. 
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IWE I 



UNIT II 



Lesson !• 
Lesson 2. 
Lesson 3. 

Lesson A. 
Lesson 5. 
Lesson 6. 



PRE-EMPLOYMENT INFOBMAiTION 

Child Labor L^{^ 
Wa^e-Hour Laws 

Social Security, Workmen's Compensation and 
Unemployment Compensation 
Sources of Enployment 
Job Application Procedure 
The Job Interview 



Developed by 
Edward A. Atkins 
and 

Thomas A. Verbeke 
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INSTRUCTOR'S LESSON PUN 
Generally Related Information 



Unit II 



I^88on_ 



SUBJECT: Child Labor Laws 



OBJECTIVE: The student will be able to fill out a work permit and actually 
obtain one. 

\ 

TEACHING AIDS: Blackboard, overhead projector, opaque projector 

MATERIALS: Handouts, notebook, transparency, pretest, booklets: Excerpts of 
Virginia Labor Lavs . Virginia Department of Labor and Industry, 
Box ^814, Richmond, Virginia 23214 and A Guide to Child Labor 
Provisions of the Fair Labor Standards Act . U.S. Department of 
Labor, Wage and Hour Public Contracts Division, l^ashlngton, D.C. 
20210. 

^^EFERENCES: Succeeding In the World of Work . McKnlght and McKnlght Publish- 
» Ing Company, 1970, Bloomington, Illinois. 



I. PREPARATION (of the learner) [ ' 

Introduction (Refer to Pretest-Posttest II-l-l) 

Tim who Is 16, works part-time with his neighbor's contracting company. 
One aft«floon while using a hand power saw he cut off two of his fingers. 
Upon investigation by the local Department of Labor and Industry, it 
was disbovered that Tim was not legally employed. Operating power 
driven woodworking machines is considered a hazardous occupation. 



In yfiat way could this accident have been avoided? 



II. PRESENTATION (of the Information) 



INSTRUCTIONAL TOPICS KEY POINTS (things to remember" to do or say) 



A. What la chllcl labor? 



STRESS: 



16 yearB is considered 
minimum age ;'^or employment 
At 16, may be employed in any POINT OUT 
occupation other than ^ non- 
agricultural occupation declared 
hazardous by the Department of 
Labor ' 

For minors. 14 and 15 years of 
age who attend school, part- 
time and work part-time 



Child labor is 
under 18 years 



any employment 
6;E age. 



t5 



Advantages of early employ- 
ment to the student leacner. 

1. Gainful eiiq)loyment. after 
graduation 

2. Knowledge in a certain 
vocational field 
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II, PRESENTATION (continued) 



INSTRUCTIO NAL TOPICS KEY POIOTS (things to renember to 



B. 



a. 



b. 



c. 
d. 



f. 



> 1 



What Is a hazardous occupation? 
1« One that can be dangerous . « 
to the student's health and 
well-being 
^-i^ You must be 18 years old to 
^Y^rk In a nonagrlcultural job 
-declared hazardous. Such jobs 
are : 

Manufacturing or st;^age 
"occupations Involving 
explosives 

Occupations of motor 
vehicle driver and 
outside helper 
Coal mine occupations 
Logging and sawmilllng ' 
occupatlbns 

Power driven woodworking ^ 
machine pccupatlons 
Occupat^l^ns Involving • 
exposure to radio active 
substances and to lionizing 
C radiations 

g. \ Power driven hoisting ap- 
paratus occupations 

h. Power driven metal forming, 
punching, and shearing 
machine occupations 

1. Occupations in connection 
with mining, other than 
coal 

Occupations involving 
slaughtering, meat packing 
processing or rendering 
Power driven bakery machine 
occupations. 

Power driven paper products 
machine occupations 
Occupations involved in the 
manufacture of brick, tile, 
and kindred products 
Occupations involved in the 
operation of power driven 
circular saws, band saws, and 
guillotine shears 
o. Occupations involved in wreck- 
ing, demolition, and shipbreaking 
operations 
p. Occupations involved in roofing 

operations 
q. Occupations in excavation 

operations 
You must be 16 years old to work at any 
time in agricultural jobs declared hazardous. 



Refer to A Guide to Child Labor Provi- 
sions of the Fair Labor Act l T 

List on board some of the hazardous 
occupations identified by the Department 
of Labor. 

Emphasize tjje 7 occupations which student 
learners may obtain exemptions for. 
Specify employment conditions for exemp- 
tions, (See pages. 4 & 5 Excerpts of 
Virginia Labor Laws .) 



j ^ 



k. 



1. 



m. 



n. 
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II> FRESENTATION (continued) 



C. 



D. 



D. 



INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or aavf 

Who determines what is a hazardous Emphasize that information is based 
occupation? j on safety statistics. 

Department of Labor and Industry 



1. Sends out investigators 

2. Studies the actual job 

3. Reports findings 

Exemptions to Child Labor Laws. 

1. Farms, gardens and 
orchards 

2. Domestic duties in and 
around private homes 

3. On school playgrounds or" 
playgrounds operated by. the 
State, city, county or by 
a corporation the property 
of which is tax e^^t 

4. For one day or less in con- 
nection with the studies 
at any public or accredited 
private school 

Work Permits 

1. Forms for work permit 
a« Parental permission 
b. Employer's intent to 
employ 

Physician's examination 
Proof of age 
>1. Birth certificate 

2. Baptismal record 

3. Insurance policy 

4. Passport 

5. School rMord 
Types of work permits 

a. General 

b. Hazardous 

c. Special 



c. 
d. 



Ask: Why is it important for you to 

know tabout hazardfous occupat^ions? c 
(An3: For your awn protection) 

Ask: How many of you have been involved 
in jobs exempt from Labor Laws? 

Use opaque projector to show page 1 
of Excerpts of Virginia Labor Laws. 



Refer to Handout II-1-2: Explain 
procedure for obtaining work permit. 

liefer to Handout II- 1-3: Work Per- 
mit Form. 



^k: 



1. How many have obtained work 
permits? 

' 2. How many have special work 
permits? 

STRESS: Types of work permits to be 
used In Industrial Work ) 
Experience. 



III. APPLICATION 



A. 
B. 



Discuss your own job and Its relation to the child labor laws. 
Discuss actual cases concerning Child Labor Laws. 



IV. TEST 

Have students fill out sample work permit. 




ERIC 
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SUGGESTED ACTIVITIES: . ' * ' ' 

A. Tour of industry or trade involving hazardous occupations. * 

B. Have students list hazardous occupational jobs and non-hazardous/ 
occupational jobs. (Competitive game, «ee Game II-1-4). 

C. (Optional) Reading: Succeeding In the World og Work . McKnight 
and McKnight Publishing Company, pages 417-454. ^ .^-^ 

NEST LESSON: Wage-Hdgr Laws 
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OPTIONAL PRETEST — POSTTEST ' 



1. Every student lea,pier under (b) years of age must have a work permit, 



a. 21 

b. 18 

c. 16 

d. 14 

2. Legal employment means (d) 

a. being hired 

b. working part-time n , 

c. working 40 hrs/wk 

d. having a work permit 

3. The three kinds of work permits are (a) > (d) , and (f) 
,a. general 

b. .child " ■ ' » 

c. adult 

d. hazardous . 

e. non-hazardous ^' 

f . special 

4. A hazardous occupation is one that can be (e) to the student's ' 
health and well-being, 

\<J ' 

a. dangerous ^ . 

^ b. helpful 

c. benefical | 

d. ' detrimental r , ^ " " ^ 
. e. A & D ' 

J f. none of these 

5., Student learners are protected by (f) regulations - 

a. Federal 

b. State . 

c. local 
. d. A & C 

e. A & B 

f. all of these 



Pretest II-l-l 
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PROCEDURE FOR OBTAINING A WORK PERMIT 



A work penult is a legal document and should not be Issued unless the 
minor's ^occupation and hours of work are legal for his or her^^ge at the time 
of issuaxt|ce. It should bear no erasures or discrepahcies. 

\ 

Minors may apply to their local issuing officer (in the area where they 
will be working) for the forms necessary for the issuance of the work permit. 
These are; 

!• Intention th Employ , This is to be coii?)leted by the employer and sets 
forth the number of hours per day, days per week and the allotted meal 
or rest period for the minor, 

2» Permission for Employment , This is to be con?)leted by the parent giving 
his permission for the mlnoV to work In the stated Job. Minors 12 t<^-16 
years of age must be accompanied by parent or guardian, 

3. Physician's Certificate of Physical Fitness , 

a. This must be coin>let;ed by the examining doctor. If the local author- 
ities do not have the facilities for physicians' examinations, certi- 
ficate may be completed by the family physician. This form certifies 
that the minor can physically perform this specific Job, 

b. This examination must be made no more than 30 days before permit is 
issued, 

c. When work is similar, although fori^a different emplojeT\ it will not 
be necessary to obtain an additional physical fitness examination, 

d. This form is valid for two years unless the physical requirements of 
subsequent employment substantially increase. 

These three forms, when completed, should be taken to Jthe issuing of ficer 
along with permissible e^^ such as : 

I 

1. Birth certificate or transcript thereof issued by registrar of vital 
statistics. 

2. Bible or baptismal record, 

3. Insurance policy at least one year old. 

4. Passport, 

5. School record. 



Handout II-1-2 
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PROCEDURE FOR OBTAINING A WORK PERMIT 



A work permit is a legal document and should not be issued \inless the 
minor's occupation and hours of work are legal for hi^s or her age at the time 
of issuance. It should bear no erasures or discrepancies. 

Minors may apply to their local issuing officer (in the area where they 
will be working) for the forms necessary for the issuance of the work permit. 
These are: 

y ' ' ■ 

1. Intention to Employ . This is to be completed by the employer and sets 
forth the number of hours per day and days per week and the allotted meal 
or rest beriod for the minor. 

2. Permissibn for Employment . This is to be completed by the parent giving 
his permission for the minor to work in the stated job. Minors 12 to 16 
years of age must be accompanied by parent or guardian^ 

3. Fhysiciata's Certificate of fhysical Fitness , 

a. This|m^st be completed by the examining doctor. ^ If. the local author- 
ities ^o not have the facilities for physicians' examinations, certi- 
ficaxe^may be completed by the family physician. This form certifies 
that the minor can physically perform this specific job. 

b. This examination must be made no more than 30 days before permit is 
issued. 

c. When work is similar, although for a different employer, it will not 

be necessary to obtain an additional physical fitness examination. » 

d. This form is valid for two years unless the physical requirements of 
subsequent employment substantially increase. 

- These--.three fbnna, -when -completed, should^ b - 

along with?;petTOissible evidence of age, such as: 

1. Birth certificate or transcript thereof issued by registrar of vital statistics. 

2. Bibl^ or baptismal record. ^ 

3. Insurknce policy at least one year old. 

4. Passport. 

5. School record. 
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Handdtft 1 1- 1^2 



HORK PERMIT FORMS 



:RHIHC 



THIS IS NOT AN EMPLOYMENT CERTIFICATE 
PERMISSION FOR EMPLOYMENT 
(h accordance with. Section 40. 1-92, Code of Virginia) 

lo|n It II i< ud Girb 14 to l( ycm or i^: 
I luiw ixnooally ippcaml bdbre tiK lauing Olto 



to be m^hftd at... 
Dut 



(NiMifnior) 

Signituft,,. 



(hmMvOurilu) 



liyiMd(Mil(ii4i7ytifio/ip: 

Tirii wl mmiie buio^ Officer notice th« I give my cotm for.. 



...to be employed it„, 



DHL... 



...Signiture. . 



I or vmGtNiA 
mmrmHT or and iNoutrnY 

0, V"-'OINIA 



INTENTION TO EMPLOY 
II 

We) Intend to employ 



Commonwealth of Virginia 
Department of Labor and Industry 
Richmond, Virginia 



Age 



As 



(exact nature of work) 

wnen he presents an employment certificate duly aij^ned; hours of employment not to exceed 8 
hours per day or 40 hours per week. He will have at least a 30-mintite rest or meal period no 
later than after 5 consecutive hours of work, I agree to comply with all provisions of Section 
40.1-80, Code of Virginia, as set forth on reverse side of this form. 



(Date) 
Name of Firm_^ 
Address 



(Signature of employer or agent) 



. NOTE: This card must be presented by the minor to the issuing officer, along with a parent's 
permission form and certificate of physical fitness form and proof of age before an employ- 
ment certificate will be granted. 

(OVER) V 



THIS IS NOT AN^LOYMENTtERTIFlCATE 



'^1 
0 . 

c 
ft 

H 
H 



^ 



ERJC fin 



PHYSICIAN'S CERTIFICATE OF PHYSICAL HTNESS 
For minors 12 to 18 years 6*f Age in Accordance with Section 
40.1-95 of the Code of Virginia 



Nine of 
Applicant. 

Pifent 0^ 
Guirdian . 



Co 
,Heiiht. 
Wright 



Nutrition. 
Skin L_ 



Glindi 

Eyei R. 
Teeth 



Noie I Throit. 

Ears R 

Heifl 



. Addreii \ 



TO DOCTOR: Child nwit be 56" in height ind weigh 80 pound! 
.tQ,be..cetlLfiedi»>viOl.fMcWj,hP.phyii 14; ind 

Mjit ht S7" in height and weigh 6S pounds to be certified ai 



hivinf ft|ghtd thi 



Awiifil IH of 1ft. 



Lungi^ 



Deforinitiei. 



Nervout System. 



General Health. 



over 



THIS IS NOT AN EMPLOYMENT CERTIPTCATE. 



COMPETITIVE GAME ON LISTING OCCUPATIONS 

Divide the class into foyr groups.. Two groups are to list all^ the hazardous 
occupatloi^wiiich they ten &lnk of. The remaining two groups will do the same 
f or '^p^^az]^rdj|^u^ 

^ward one point fo^ every- correct occupation g^^^|^^^^^ch^of the lists. 
^f'¥ '^Compare both, hazardous lists. For every occilpa^^^bn bne hazardous list 
which does not appear on^the other hazardous occupation list, award two points. 

DcH the same for the two non<^hazardous occupations lists. 

Th^highesj: point total wins. ^ 

Compile two coiiq>rehenslve lists on the chalkboard ter the game Is over 
showing all the occupations which the class listed. 




Games II-1-4 
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SUPPLEMENTAL 
TEACHING MATERIALS FOR IWE 
GERBRALL7 RELATED LESSONS 



Unit II. 

Lesson 1 



PHAMPHLETS ^ 

Handbook for Youne Workera . Superintendent of Documents, U.S. Government 
Printing Offlcei Washington, B.C. 20402. 

Excerpts of Virginia Labor Laws. Department of Labor and Industry, Ninth 
Street Office Building, P.O. Box 1814, Richmon4, Virginia 23214, 1974. 



53 



T 
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INSTRUCTOR'S LESSON PLAN 
Generally Related Information 



Unit II 
Lesson 2 



SUBJECT: Wage-Hour Laws 

OBJECTIVE: The student will be able to define terms used in wage-hour laws. 

Given a wage problem involving an employer engaged in interstate 
commerce, the student will provide the correct solution. 

TEACHING AIDS: Blackboard, opaqtie projector ^ 

MATERIALS: Pretest-posttest , student notebooks, booklet: Handy Reference 

t;uide to the Fair Labor Standards Act . U. S. Department of Labor 
Wage and Hour and Public Contracts Division, Washington, D. C. 
20210. 

REFERENCES: Handbook for Young Workers . Superintendent of Documents, U. S. 
Government. Printing Office, Washington, D. C. 20402. 

SPEAKER (optional): Local representative of the Department of Labor and 

Industry. (Should be told in advance concerning type of 
group he is to talk to.) 



I. PREPARATION (of the learner) ' 

■ . . >^ 

Introduction (Refer to Pretest - Posttest II-2-1) . 

Bill is employed as a car wiper at Eddie's Car Wash, which is a chain 
car wash found In many states. He wipes off the cars as they come out 
of the car wash. He makes $2.40 per hour, clear. Are his earnings 
legal under Federal law? 



II. PRESMTATION (of the information) 



JSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say) 

A. Definition^ of : Teacher, put definitions on the chalk- 

1. Interstate commerce board. 

2. Work week 

3. Tips 

4. Overtime 

5. Hours worked 

6. Enterprise 

7. Student-Learner certificate 

8. Fair Labor Standards Act 
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I I. PRESEHTAIION (continued) 



INSTRUCTIONAL TOPICS 



C. 



KEY POINTS (things to remember to do or ^ay) 



B, Who Is covered by the law? ^ 

1. Employees engaged In Inter- 
state or foreign commerce 

2. Employees engaged In tl^e prod- 
uction of goQds for Interstate 
or foreign commerce. 

3. Other specific enterprise as 
defined by the Fair Labor 
Sf^dards Act . 

4. Equal coverage for men and 
women. 



iimimb 



Point out .legal Sumbet' of hours a student- 
learner may work? 

1. * 8 hours In any one day. 
6 days In «ny one week. 
40 hours In any one week. 
Which hours? (see p. 13, Excerpts 
from Virginia Labor Laws) 



2. 
3. 
4. 



Overtime. Provisions 
. After 40 hours, must be 
paid time a^d a half for 
these hours 



Exemptions from Minimum Wage 
and Overtime Provisions 

1. Administrative workers, r 
professional and execufelve 
employees " \- . 

2. Studentr-leamerft«^,.«».i.fc/'^ 

3. Other deflne^;^^^ses 

Enforcement of the Laws 
Wage and Hour and Public 
Contracts Division of U.iT. k 
Labor Department. 



Refer to Handy Reference Culde to the 
Fair Labor Standards Act. Use opaque 
projector to Illustrate pp. 3, 4, 5. 

Place the following problem on the ^ 
board: Assume that you are employed by 
the C P Telephone Company, which is 
engaged in interstat^and foreign com- 
merce, and your hourly wage is $3.75. 
If you work a regular work week, What 
would your earnings be? l£ you worked 
48 hours in a work week, what would 
your earnings be? ^ 

Explain sub-mii^lmum wage requirements. , 

Point* out : Student workers cannot work 
overtime. 



Refer to Handy Reference Guide to the 
Fair J^bor Standards Act . Use opaque 
projectqr to Illustrate page 13, "Proce- 
dure for recovery of back pay." . 



or race 



III . APPLICATION (drills, Illustrations, question^. 



A. Students tell abbut^their classification, on the job, if they are employed. 

B. Cite cases, of industries involved in hour-wage laws. ^ 
3. Role Playing (see Games 1^2-2) * . 



IV. TEST 



Give wage problem with overtime and deflfte 8 wage-hour terms. 
Example - John makes $3.75 per. hour. He works 5 hrs/day on week days and 8 
^oxiTB on Saturday. How much does he make before taxes? 



80 

SUGGESTED ACTIVITIES: 

A, Discuss the pros and cons of having minimtun wage guidelines. 

B. Bring in locai representative of the Department of Labor and Industry, 
-r C. Set up a buy grade system. Print class money in various denominations. 

($1, $5, $10, $20, etc.) Assign monetary values to attendance, tardiness 
participation, assignments, etc. At the end of each grading period the 
student buys his grade with the money paid for his prior work. 

NEXT LESSON: Social Security, Workmen's Compensation and Unemployment Compen- 
sation. 



,9 
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OPTIONAL PRETEST - POSTTEST 

1. Virginia has a minimum wage lav: 

True or False ' ^ 

( 

2. The Federal Minimum Wage Is: 

a. $1.00 

b. $1.75 

c. $2.20 

d. $2.00 

e. $2.50 

.3. A student worker may receive overtime pay. 

True or False ■ ^ \ 

• 4 

4. Which federal department enforces the Fair Labor Stfandards Act? 

a. Treasuiry 

b. ^ Health, Education and Welfare 

c. Labor 

d. State 

5. A student worker comes under the Fair Labor Standards Act. 
True or False ^ ' , 



J 



Pretest II-2-1 



57 



ERIC 



83 



J-' ' ' ROI-E PLAYING 

Choose one student tOr be the manager of a company. ^ . 
Give each of the other students a slip of paper telling him how many 
hours he is working per week and his monthly check before taxes. 
Each student must first compute his hourly wage. 

He then must discuss with the '^manager" his pleasure or displeasure with 
his salary, hours, etc., and state facts (i.e. minimum wage, overtime, • etc. ) 
as to why it should or should not be changed. 



58 Games II- 2-2 
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SUPPLEMENTAL 
TEACHING MATERIALS FOR IWE 
GENERALLY RELATED LESSONS 



Unit II_ 

Lesson 2 



BOOKLETS 

Fair Labor Standarda Act of 19^ (as amended, hours worked), U. S. Department 
of Labor, Wage and Hour an^ Public Contracts Division, Washington, D. C, 
20210. 

Hourly References Guide . U. S. Department of Labor, Wage, and Public Contracts 
Division, Washington^ D& C. 20210. ' 

An Important Message for Job, Seekers . Michigan State Employment Service, 620 
North Capital Avenue, Lansing, Michigan 48933. 

Records to be Kept by Employers . U. S. Department of Labor, Wage and Hour and 
Public Contracts Division, Washington, D. C. 20210. 

A Teacher's Guide to Credit Unions . Cons- International, Inc., Box 431, Madison, 
Wisconsin 53701. 

A, 

It^s Easy to Hire Teenagers . U. S. Department of Labor, Wage and Hour and Public 
Contracts Division, Washington, D. C. 20210. 

Equal Pay . U. S. Department of Labor, Wage and Hour and Public Contract Division 
Washington, D. C. 20210. 



3^ ■ 
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INSTRUCTOR'S LESSON PLAN 
Generally Related Information 



Unit II_ 

Lesson 3 



SUBJECT: Social Security Workmen's Compensation and 
Unemployment Compensation 

OBJECTIVE: 1. The student will be able to properly fill out forms related 
to Social Security, Workmen's Compensation and Unemployment 
Compensation. . 
2. The student will have, or obtain, a social security card* 

TEACHING AIDS: Blackboard, 16 MM projector, overhead projector 

MATERIALS: Pretest-posttest , student notebooks, transparency, and film: 

Social Security, Workmen's Compensation and Unemployment Compensa- - 
tlon. 1976, Local Social Security Administration Office. 

REFERENCES: Succeeding in the World of Work . McKnightva^^d Mcltoight P^^ 
Company, Bloomlngton, Illinois 61701, X971.Vv ^ - / ' . 
Your Social Security . U. S. Department of "lij^aiA, -Eiiucation^and 
Welfare, Social Security A.dministration, Washington; D*C. 2i)402. 
Unemployment Insurance in Virginia .^ Virginia Employment. CottanjLssion, 
Richmond, Virginia 23219. ^ - 7 > ' . 

The Virginia Wigrkmen^s Compensatiqd Act . Cqnfinbnwealth of yir^inia ' " 
Department of^mriphases and SupfllY., Richmo^, Virginia, 1^72, ' < 

SPEAKER (optijbnalX: Local rei^ed^tative frotf the Social'.Secui^lty Office. 

^ -0 (Shc\ild be* told in advance Goncerriing^the lev^l of 'group he \ . 
. ' . will be ^dressing.) \ \ ^ ^ 



I. Pp:.PARAyj^ON*j:of thWl^rner)^ ^VT^ 




.iRt^rcy^ctiofe (^le^er^tl^L£r^ ...^ \ ' • ''^ 'i/ ' 

I^^ou ](lave a^sWal^fc^ tf^so, what) does3$.t mean ^ yoii in- 

How will if af fec.t-^ou *in the fj^ture? • 2 »\^r 

? . ^ ^< ^' ^ ^. ■ 

II. PRESMW^ON. (of the information) ■ '< ■ . ^ /i ' \ 

■ IllSiRUCTlO^ TQPjEC^ KEY POIMTS (things to reyembfer jto do or say) 

A. ..What' .is ' social s^urity? '^^ow fil^n, -"s'^ci^fc S^curlty»^^.W,o(rtaaen' s • " 

r ^ federally sponsored re-r ; arid Unemployment 'Scoijpensa- 



^ J ■ ' -rr '..^ ^ V ^' 



^. V rfrfefinent\.plaj;i .o ^^;^-tioft: 



2. Taid for,bv*oth employer ' y^Oi^^ ' ' V > 
St and employe^ , v . 1;^ ^ ^^^jSf ; , 

3. ^ Pa:^ : ^pon ^reti^emeirt to* \WiFtker vX^ ' 

by^^e government- - at stipulated ' S^ 
rateay governed by th^ ^amount ^ . 
^ of Income eimed '\ 
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II, PRESENTATION (continued) 



INSTRUCTIONAL TOPICS KEY POINTS (thlnRS to remember to do or say) 

J* 

B. Purposes of Social Security STRESS: Benefits for young people 18-22 
1. Supplementary retirement who are full-time college 

plan for the Individual students and disabled. 

^. Provides Income for old age 

along with benefits for Explain the procedure for obtaining a 

death and disability social security card. 
3. Provides financial assistance 

for health through medicare Refer to Transparency II-3-2. 

C. What jobs are covered? STRESS: Almost every kind of employment 

1. Workers In and self- employment Is covered 

a. Factories by Social Security. 

b. Offices 

c. Stores 
. d. Mines 

e» Shops 

f. Mills 

2. Some 

a. State employees 

b. Farm workers 

c. Household workers , 

d. Clergy ' ^ 

e. Federal workers 
. f . Fishermen 

g. Members of Armed Services 

h. People who work at*home 

3. Self employed workers 



D. Workmen's Compensation m Teacher, Supply answers on chalkboard. 

1. What is it? 

2. ^Who receives it? *Point out times in which students are 

3. What are the benefits? not covered by workmen's compensation. 

4. When are you covered? ' 1. Under thtf influence of alcohol. 

5. When are you not covered? 2. Under the influence of drugs. 
6; Who pays for it? ' 

^EMPHASIZE: Students are to report all 
injuries to employer 
immediately. 

E. Unemplojnnent Compensation Have students answer questions orally. 

1. What is it? - 

2. Who pays for it? Teacher, Write answers on chalkboard. 

3. Who is entitled to receive* 

it? *STRESS: Part-time working students are 

4. How long do payments continue? not entitled to workmen's 

5. When are you not covered? compensation. 

6. Where do you file for it? 
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III. APPLICATION (drills, illustrations, analogies, etc,) 

A, Discuss some cases in which workmen^ s condensation has been involved, 

B, Is an individual able to provide the same security for himself and 
his family that social security provides? 

C, Describe how to go about applying for unemployment compensation if 
the need arose « 

D, Have students write the Social Security Office and obtain statements 
of their contributions. 





IV. TEST 








Give post test. 



















SUGGESTED ACTIVITIES 



A. Arrange for a representative of the Workmen's Compensation Office to 
^ speak with students. 

B. (Optional) Reading: Succeeding in the World of Work . McKnlght and 
McKnight Publishing Company, pp. 290-312. 

C. Game of money for compensation, (See Games II-3-3) 

NEXT LESSON: Sources of employment 



O 
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PRETEST - POSTTEST 
What is your Social Security Number? 
What are some advantages of Social Security? 

A' ' 

Are all 'Jobs covered under Social Security? 
How can workmen's compensation help you? 
Who pays for unemplojnnent compensation? 
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. RETIREPKlEhfr 



DEATH 




MONEY FOR COMPENSATION 

I 

Give each student a Workmen's Compensation Disability Form (sheet with 
diagram of body showing monetary compensation for loss of various appendages) 

Have students draw slips of paper describing loss of app^dages during 

i' 

job relSted accidents. 

Students must first compute what their compensation will be. 

The student with the largest compensation wins. However ^ if he computes 

it wrong, he loses half of his compensation. Then the student with the . 

V 

highest compensation which is correct, is declared the winner. 




6 
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SUPPLEMENTAL 
TEACHING MATERIALS FOR IWf 
GENERALLY RELATED LESSONS 

' \ S r Unit 

BOOK Lesson 3 



The Social Security Program In the United States > Charles I. Schottland, 1970 
Appleton-Century-Ctafts, Educational Division, Meredith Corporation, 440 
Park Avenue, South, New York, N^ York 10017. 

BOOKLETS 

An Analysis of the Ford Type Plan for Supplemental JJn^gployment Compensation . 
National Association of Manufacturers, Education Department, 2 East 48th 

Street, New York, New York 10017. 

f _ ' ^ . 

Employee Health and Welfare Programs . National Association of Manufacturers. 
Education Department , 2 East 48th Street, New York, New Tork 10017. 

School Certification of Full-time Attendance for Social Security Purposes. 
U.S. Department of Health, Education and Welfare, Social Security 
Administration, Baltimore, Maryland 21235. 

Social S ecurity Handbook . Social Security Administration, U.S. Government 
• Printing Office, Washington, D.C. 20025, $1.^5. 

Social Security Information for Youpg Families , u. S. Department of Health 
Education and Welfare, Social Security Administration, Washington, D.C, 
20402. 

Social S ecurity Ignorance Can Cost You Money . National Research jp||arfu. Inc. 
424 North 3rd Street, Burlington, Iowa 52601, $.20. 




Social Se curity Cash Benefits for Students 18 to 22 . U. S. Government Printing 
Office, Washington, D.C. 20402, 5C or $2.50 per 100. 

Unemploy ment Compensation in a Free Economy . National Association of Manu- 
facturers, 14 West 49th Street, New York, New York 10020. 

Virginia Workmen's Compensation Act > 1972 . Amended 1973. Commonwealth of 
Virginia Department of Purchase and Suppl3^,^Rlchmond, Virginia 23219. 

Your Med icare Handbook . U.S. Department of Health, Education, Welfare, 
Social Security Administration, Washington, D.C. 20402.. 

■ 3 

FILMS y . 



Samuel an d Social Security . This film Is the saga of Samuel J. Pilgrim, 
one of the millions whose work Is covered by the social security law*. 
It explains the b^eflts which are available under the law. 14 minutes, 
color. Social Security District Office. 

/ 
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INSTRUCTOR'S LESSON HjVN 
Generally Related Information 



Unit II_ 

Lesson 4 




SUBJECT: Sources of Employment 

OBJECTIVE: nie student ^11 be able tt/* find a Job lead from 3 different 
<Bource8. He will be able to compare the differences between 
public and private employment agencies. 

TEACHING AIDS: Blackboard, overhead projector 

MATERIALS: Pretest^ ^transparencies , phone book, classified ads (local newspaper) 

REFERENCES: How to Get the Job . Science Research Associates, Inc., 259 East 
Erie Street, Chicago, Illinois 60611. 

How to Get and Hold the Right Job . U. S. Department of Labor, 
Washington, D.C. 20000. 

Succeeding in the World of Work . McKnight and McKnight Publishing 
Company, 1970, Bloomington, Illinois 61701. 

SPEAKER: Representative of the Virginia Employment Commission 



I. PREPARATION (of the learner) 

Introduction (Refer to Pretest II-4-1) 

Joe lost his job due to the fact that the company had too many workers. 
Where would you, as a student, look for a job if placed in this position? 



TI. PRESENTATION ^ 

INSTRUCTIONAL' TOPICS ^ KEY POINTS (things to remember to do or say) 



Sources 


Ask: When looking for a job, there are 


1, 


lips from rel^atives and 


a number of good sources for leads. 




ft lends 


What are some of them? 


2. 


Teacher-coordinator . 




3. 


Classified ads 


STRESS: Best source is tips from rela- 


4. 


Applying to local industry 


tives* and friends. 




without lead 






State employment agency 


Refer ^o Transparency II-4-2. , 


6. 


Civil Service announcements. 




7. 


Yellow pages 




8. 


News stories about new indus- 


• 




tries 




9. 


Private einployment agencies 




10. 


School guidance counselors 
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II. ' PRESENTATION (^continued) 
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INSTURCTIONAL TOPICS KEY POINTS (things to remember to do or say) 



B. Public Versus Private Employment 
Agencies 

1, Public 

a. Free 

b. . Various types of Jobs 

available 

c. Testing Is available to 
determine applicant's 
qualifications. 

2. Private 

. a. Charge a fee 

b. Often handle Jobs with 
high qualification 
requirements 

c. Some employers pay job " 
fees 



STRESS : Differences between public and 
private employment agencies. 

STRESS : Most employers have good rela- 
tionships with employment 
agencies (public). 

Refer to Transparency II-4-3. 

STRESS : Many good employers do not 
work with private agencies. 

Refer to Transparency II-4-4. 



III. APPLICATION ■ ' 

A. Have each student read a classified ad for employinent. Have him tell 
whethei; it Is a good or bad source of employment and explain his answer. 

B. Have an employee of the Virginia Employment Commission speak to the 
class as a guest speaker. 



IV. TEST 



Have students list three sources they would use in finding a job, in order 
of use. ' . 



Have students give the advantages and disadvantages of public and private 
employment agencies. 



SUGGESTED ACTIVITIES: ^ 

A. Arrange for trips to an industry to talk to a personnel' mar 

B. Arrange for private emplojrment agent to talk to class. 

C. (Optional) Reading: Succeeding in the World of Work . McKnight and 
McKnight Publishing Company, pp. 26-30. 

NEXT LESSON: Job Application Proceiiures 



V 
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OPTIONAL PRETEST 



The most productive source of finding a Job is tips from friends and 
relatives. . •> 

(True of False) 

Three other soyrces of employment are classified ads . Civil Service announce- 
ments > and the yellow pafees , *^ ^ ' 

(True or False) 



Two. types of employment agencies are public and. private , 



(True or False) 





4- 
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SOURCES OF EMPLOYMENT 
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TIPS FROM FRIENDS 
AhiD RELATIVES 







YELLOW 
RftGES New 

iNDUSTpy 

NEWS STORIES 
ABOUT NEW 
INDUSTRIES. 




LT 



1 



GUIDANCE COUNSELORS 



aASSIFIED ADS 




-4-2 
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PUBLIC EMPLOYMENT AGENCIES 



SERVICES ARE FRE 



lib 





VARIOUS TYPES 
OF JOBS 



TESTS ARE AVAILABLE 
FOR DETERMINING THE 
APPLICANTS' QUALIFI- 
CATIONS 
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Transparency 11-4-3 
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PRIVATE EMPLOYMENT AGENCIES 



CHARGES FOR SERVICE 




SOME EMPLOYERS PAY JOB FEES 

72 
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SUPPLEMENTAL ^ 
TEACHING. MATERIALS FOR IWEf 
GENERALLY RELATED LESSONS 



Unit II 
Lesson 4 



ERIC 



BOOKLETS 

Careers In the Oil Industry . American Petroleum Institute, 1271 Avenue of the 
Americas, New York, New York 10020, 

Can I be a Technician? Let's Find Out . General Motors, Public Relations 
Staff, Detroit, Michigan 48933. 

m ■ 

Choosing Your Career . Michigan State Employment Service, 620 Capitol 
Avenue, Lansing, Michigan 48933. ^ 

< 

Finding Part-Time Worlc. Science Research Association, 259 East Erie Street, 
Chicago, Illinois 60611. 

Getting the Right Job . The Glldden Company, Executive Offices, 900 Union 
Commerce Building, Cleveland, Ohio 44101 (no cost)« 

* 

A Guide for Job Seekers . American Management Association, 135 West 50th Street, 
New York, New York 10020 (no cost)/l 

How to Find a Job . American Technical Society, 848 East 58th Street, Chicago, 
Illinois 60738, 30C. « ' 

An Impor tant Message for Job Seekers . Michigan State Employment Service, 620 
North Capitol Avenue, Lansing, Michigan 48933 (no cost). 

Looking for Work - 21 Points to Remember . Michigan State Emplojnnent Service, 
620 North Capitol Avenue, Lansing, Michigan 48933 (no cost). 

The Story of Employment. E. I. DuPont De Nemours and Company, Inc., Publica- 
tions Division, Public Relations Department, 8070 DuPont Building, 
Wilmington, Delaware 19898 (no cost).. 

Want a Job? Michigan State Employment Service, 620 North Capitol Avenue, 
Lansing, Michigan 48933 (no cost). 

FILMS 

Finding the Right Job. Shows job lead sources, some of the crucial stages in 
obtaining a job, what the company has to offer, and how to find the right 
job. 10 minutes. State. 

Planning Your Career. This film shows how a high school boy goes about choosing 
and planning for his future career. 20 minutes, 1954, State. 

Your and Your Work . State. 

73 . 
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■ ■ r . ■■ ■ ■ ■ . 

SUPPLEMENTAL 

c . f.EACHiNG Materials for iTte -' 

'^ j^' ^^^GereRALLY REIJlTEq. LESSONpi' 



^ pLvmphlets / 



4. 



Can I- Get, the Job ?^ ^"f'-^^'^ Relatlp^^^a'f f,^ General rMotovs^^^ Vetroft , 




1. 



Michigan 48202 



Steps Toward -Emp^ym^^^ ^;^'#^"T^iepfidn^ 703 E^t Grace Strfeet, / 

, Richmond, -Virginia. 23206. ; " ' ^ ^ ' ' ^ . ; V 



How to' Find and 



Apply for i Job , ilelen J'. Keily and lli/ C.;'* Walt era Southwestern 
Publishing Company, Cincinattr, Ohio 45202. . * : ' ' 



You and Your Job Finding- It , Getting It and Keeping It . \ Helen J. -Keily and 
R. G. Walters, Southwestern Publishing Company, Cincinatti,. Ohio 45202. 
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INSTRUCTOR'S LESSON PLAN 
Generallyi^elated Information 



Unit 11^ 

Lesson 5 



SUBJECT: ^ Job Application Procedures 

OBJECtBtE: The student will be able to fill out a Job application form. ' 

The student will be able to prepare a list of information to take 
with him when applying for a Job. 

TEACHING AIDS: Blackboard, 16^ projector, opaque projector, overhead projector 

MATERIALS: Pretest, letter of application, personal data sheet, job application 
form, handouts and film: Aptitudes and Occupations , 1965, State 
, transparencies . ' """^ — - ^ 



REFERENCES : 



How to Get the Job. Science Research Associates, Chicago, Illinois 
60600. 

You're On Your Way . National Dairy Council, Chicago, Illinois 

60600. y ^ ' 

Succeeding in the World of Work, McKnight and McKtiight, Bloomington. 
Illinois 61701. 



I. PREPARATION ^(of the learner) 

Introduction (Refer to Pretest II-5-1) 
Show students an application form. 
Refer to Handout II-5-4a and II- 5- 4b. 



II, 



PRESENTATION (of the informatl^ 



A. 



INSTRUCTIONAL TOPICS K EY POINTS (things to remember^ to do or sa^ 



General Information Needed for 
Completing Application 
1. Letter of application 

a. Source of job- information 

b. Why you are applying 

c. Personal data sheet 

(1) Name, address, phone 
number and age 

(2) Skills 

(3) Education 

(4) Previous employment 
and experience 

(5) Hobbies and interests 

(6) Extra curricular acti- 
vities 

(7) Character references 
Request for interview 



/ 



Show film Aptitudes and Occupations 

Ask: How can a letter of application 
and a personal data sheet help 
. you get a Job? 



STRESS: 



Personal data sheet is a sepa- 
rate sheet attached to the 
letter of application. Iilclude 
*in personal data sheet qualities 
you do have, not what you don't ' 
have. Personal clata sheet is 
also called a restame'. 
Refer to Handout II-. 5-2. 

Handout 11-5-^3. 
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II. PRESENTATION (contlnue<i) 

INSTRUCTIONAL TOPICS . KEY POINTS (things to remember to do or 8ay) 

B. Employer's Application Form Refer to Job Application form II~5-4a, 

1. Social Security card II-5-4b. ^ 

2. Rules to follow in completing 
form \ Ask: What information is needed from 

a. . Read all instructions the letter of application and 

b. Print carefully and neatly personal data sheet? 

c. Use ink Refer to Handout II- 5-5. 

d. Fill in all blanks 

e. Answer all questions STRESS: Rules to follow in completing 

Job application forms. 



III. APPLICATION 

A. Have students complete an application form for practice. 

B. Have students complete an op-scan type application form. 



IV. TEST V , . • 

A. Have students .list all information needed when they go for job interview. 

B. Have students fill in an employer's application form. 



: ^-t.^- 

SUGGESTED ACTIVITIES 

A. Have students write a letter of application. ^ 

B. Have students collect and compare application forms from local 
industries . 

C. (Optional) Reading: Succeeding in the World of Work . McKnight and 
McKnight Publishing Company, pp. 38-51. , 

NEXT LESSON: The Job Interview 
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y PRETEST - POSTTEST 

1. Should an application for a job be written in pencil, ink, or completed on 
a typewriter? 

2. What is meant by marital status? 

3. How should you sign your application? 

4. In what situation should you write a letter of application? 

5. What kind of information should be presented on ^ personal data sheet? 
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PERSONAL DATA 

Personal Namej: Ann Kiwaskl 

^ Address: 2100 Broad Street, Richmond, Virginia 23200 

Phone^: 804-769-1401 

Age: 16 

Height: 5 feet, 5 1/2 Inches 

Weight: 112 pounds 

Health: excellent 



Skills Cash register operator 
Floor polisher 



Education Freshman at Central High School 



Subjects studies English, 1 year 

Math, 1 year % 

Science, 1 year ^ 

Industrial Work Experience, 1 year 



Experience One year as cash register operator at Hardee's Restaurant. 



Outside interests and hobbies car racing 

-music 

References Mr. Ben Jones, Manager, Hardee's Restaurant, 1726 Main Street, 
^chmond, Virginia 23200. 

Mr. Glen Hargrave, Work-Experience Counselor, Central High 
School, Richmond, Virginia 23200. 

Miss Charmaign Douwith, Vocational Instructor, Central Middle 
School, Richmond, Virginia 23200. 



Handout II-5-2 
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2100 Broad Street 
Richmond, Virginia 23200 
July 16, 1974, 



Mr. Theodore McKinney 

Personnel Director 

McDonald's 

1147 >Iain Street 

Richmond, Virginia 23200 

Dear Mr. McKinney r 



Mr. Glen Hargrave, Work Experience Counselor at Central High 
School suggested that I contact you about the cash register operator 
at your restaurant. Please consider me an applicant for that position. 

During iiiy freshman year in high school, I participated in work- 
experience education. My job assignment was as cashier at Hardee's 
Restaurant where 1 made use of and improved the skills which I learned 
in school. 

I plan to continue my education next year and hope someday to 
become a manager. May I have" an interview? I shall be glad to call 
at your convenience. My home telephone is 769-1401. 



Your truly. 




Ann Kiwaski 



79 



.Handout II-5-3 



APPLICATION FOR EMPLOYMENT 



117 



PERSONAL INFORMATION 
Name 



Date 



Social Security 
Nvimber 



Last 
Present Address 



Age 



Sex 



First 



Middle 



Street 

Permanent Address 

Street 

Phone Own Ho^e 



City 



State 



Rent 



City 



State 



Board 



Date of.^irth_ 
Married 



Height^ 



Weighty 



Color of 
Hair 



ele 



Widowed 



Divorced 



Number of children 



If related to anyone in our' employ, 
state name and department 



Dependents other 
than wife or children 



_Separated_ 
Citizen 



Color of 
Eyes 



of U.S. A 



Yes 
No " 



_Ref erred by_ 



EMPLOYMENT DESIRED 

Position ] D ate you can star t - S alary desired_ 

^ If so, may we inquire 
Are you employed now? ^of ^our present employer? 

Ever applied to this company before? _Where When 



EDUCATION " Name and Location of School Years Date Subjects 

Attended ■ Graduated Studied 



Grammar School v 

^ 

High School 



College 

Trade, Business 

or Correspondence 
School 



— p — \ 

Subjects of special study or research work_ 



What foreigh languages do you speak fluently? Read Write^ 

U.S. Military or Present membership in 

Naval service^ Rank _National Guard or Reserves 

Activities other than religious 

(civic, athletic, fraternal, etc.) 



Exclude organizations the name or character of which indi'cated the race, creed, 
color or national origin of its memb||fe. 

(CONTINUED ON NEXT PAGE) 

Handout II-5-4a 
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FORMER EMPLOYERS List below last four employers, starting with last one first 



Date ] '^'^ Reason 

Month and Year Name and Address of Employgr Salary If Position for Leaving 
Fro m 

To 

From 



From 

To [ 

From 

To ^ , 

REFERENCES: Give below the names of three presons not related, to you, whom you' 
have known at least one year* " 

Name Address Business Years Acquainted 

f - 

1. \ ^ ■ 

~ ~ ~ '■ ^ W' 

2. , - 

3. 

PHYSICAL RECORD: 

List any physical defects - 

Were ^6u ever injured? Give details 



Have you any defects in hearing? In \d.siot?.? I n speech? 

In case of 

emergency notify 

Name Address Phone Number 

1 authorize investigation of all statements contained in this application. I 
understand that misrepresentation or omission of facts called for is cause for 
dismissal. Further, I understand and agree that my employment is for no definite 
period and may, regardless of the date of payment of my wages and salary, be 
terminated at any time wi^hoTi|} any previous notice. 

Date Signature 



DO NOT WRITE BELOW THIS LINE 
Interviewed by pate_ 

REMARKS: . ■ 



Neatness ^Character 

Personality Ability ] 



Hire d F or Dept. Position Will Report ^Salary Wages^ 

Approved: 1. 2. 3. 



Employment Manager Department Head General Manager 

Handout II-5-4b 
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RULES TO FOLLOW IN FILLING OUT AN APPLICATION FORM 

■ ' ■ i 

1. Fill out the application by printing In Ink or use a typewriter. 

2. Answer every question that applies to you (If a question does not apply, 
you may write "NA", (meaning not applicable) , or draw a line through the 
space to show that you did not overlook the question). 

3. Give your complete address, including zip code. 

4. The question on marital status simply means whether you are* single, married, 
separated, divorced, or widowed. 

5. Spell correctly (if you are not sure about how to spell a word, try to use 
another word with the same meaning) • 

6. The question on place of birth means the cltyand state in which you were 
bom, not the name of the hospital. 

7. A question on job preference or "job for which you are .applying" should be 
answered with a specific job title or type of work. Do not write "anything"; 
employers expect you to state clearly what kind of work you T^^n do. 

8. Try to have in mind all of the schbdls you have attended and the dates of 
your attendance (if there are several, it is a goqa idea to write them 
down, before you apply for a job). 

9. Be prepared to list several good references. It is much better to ask per- 
mission for those you plan to list. Those considered good references Include 
(a) the pastor of your chuifch, (b) a former employer, (c) a teacher who 
knows you well, (d) friends who are established in business. 

% 

10. When you write or sign^^^ythir name on the application, use your corareQt name, 
not a "nickname". Your first name, middle initial, and last name is usually 
preferred. 

11. Be as neat as possible (the employer expects that your application will be 
-an example of your best work). ^ ■ ' 



- Handout II-5-5 
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Unit II_ 

Lesson 5 



BOOKLETS - 

Go Places, Gal , National Dairy Council, .Chicago, Illinois 60600. 



Makings ther Most of Your Job Interview , New Y^rk Life Insurand^ Company ,rLocal ' 
Office. • " 

Your Life Style . American Institute of Men^s and Boy's Wear, Inc, 1290 Avenue 
of the Americas, New York, New York 10019: 



FILMS ^ ' . 

^fc''^ ^ . . ■ . . , . 

Getting a Job . Shows how a ^igh school boy goes ab^ut getting a job which will 

^ lead to his ultimate vocational goal, 20 minutes, 1954, State. 

Personal Qualities for jfoti Success ♦ This film shows how students can ^et 'S^idb 
the right way. 1952V State, ' - ' ' 

Planning^ for Success , Bill learns , that his failure in track is dpe to setting 
h:^^gher *«goals than he is able to fulfill. 11 minutes, 1957, State. 
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' ^v^/:^pStRUCTOR'S LESSON PLAN , 
AGeri^er^lly Related Information j 



SUBJECT: The Job Interview^-* 

OBJECTIVE: The, stud^njfes' will be able to success full:^^,^,^^'^^^ in an inter- 



view with a i>6ctentia]/ employer. 
■ • . • . ^ , . ■ * 

TEACHING AIDS: Chalkboard, \^overhead projector ^ 

MATERIALS: Pretest,^ handouts , transparencies, video tap| 




REFERENCES : 




Chicago lilinols 



How to- G,et '^e Job . Science Research Asso 
6O60Oy 

MakliiBl the Most of Yo\ir Job Interview . New York Lif^Insurance 

Succfeedlbg in' ^^I ^HK:^ ^ Work . McKnight and McRnight Publishing 
Cbmpanyv l^JO^ JmS^^^^inrilllnol^ 61701. 



I. preparation: ;(^;'t^^ 



Introduction ^e^ixr^t^o^?^^^^ 

Reter .ta.'^^ First impressions are lasting ones. 

: V ^itol.e pligy^isf Ktonorous irtterview. • 



f" -PRESENTATION- ::(6£ the-ttiformatlon) 



ife;^^ INStRUCT^tjNAl TOPICS 

^T— 'v ^^-V.; — ' 

^InterVieW*^ trocedurels 
• 1. * Preparife^^^^^^ Interview 



KEY POINTS (things to remember to do or say) 
STRESS: Why p|bp^e aren't hired. 
Refer to Handout II-6-3. 



KnpW^s,oraethtog about the 
indU8t^'ii'\/-'- 
a. Executives 

h. -^Type of production system 

c. Products 

d. Interviewer's name 

Personal Appearance 

1. Personal grooming of girls 
•2. Personal grooming of boys 

3. Girl'js dress. 
.4. Boy's dress 



Refer to Ti^'ansparency II-6-4. 

^TRESS: Appropriate dress for the 
)articular job. 

Refer ,to Handout 11- Peifsonal 
Appearance of Applicants.' 



ERIC 
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II. PRESENTATION (continued) 



INSTRUCTIONAL TOPICS -KEY POINTS (things to r>emeinber to do ro say) 



Refer toJ[:ranspar.e^c*les 11-6-6, II-6-7, 
1 1-6-8 ^#-6-9. - ^ : 



C, The Interview 

1. * Be on time 

2. Use good poiitKire ^ 

3. Use normal, grip in handshake 

4. Avoid mannerlsiis 

5. Shw spirit and enthusiasm 

6. Talk about your IWft training 

7. Show courtesy to all 

8. Be confident and prepared' 

9. Be specific about your abilities 
10. Leave when employer terminates 

the Interview 



STRESS: Points tb' remember when pre- 
paring £pr>. or at an Interview. 

Refer t^ Hando^lt^^J^^^ The Job Inter vl 

Refer to \Handout Af^I^^ Questions 
Asked During the Tt^ter view. 



APPLICATION 



A. 
B. 
C. 



Have^a J.ocal buslne^ssman put on a mo'ck interview. 
Havei^^tiWents cofndtict mock Interviews,! and have class evaluate. 
(Optional) Have ^students prepare and ^t out skits of interviews on 
video tape recorder to determine their Errors. 



IV. TEST 



A. Pbsttest. 

B. Have a mock interview with obvious mistakes and ask students to use 
constructive criticism. 



SUGGESTED ACTIVITIES; 



A. Have -^students prepare ^ s/rvey of employers on questions most freque&ly 

asked on interviews. >^ V. ' " 

Bf. (Optional) ReadJ.n&^ ^ucceeding >tl the, World '^^f Work ; McKnieht and 
f. , McKnight Publishin|gRmpany , pp. 52-64. 

5IEXT LESSON: Employer-Employee Relations 
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OPTIONAL PRETEST . 

When applying for a Job, one should dress conservatively. 

One should always know something about the firm when 
applying fo\ a Job. - 



If asked in the interview what type of Job you want, the ^ 
best answer is "Just anything". 

■ <. * 
Self-confidence is bad when applying for a Job since it 
makes the applicant appear "too cocky". / ^ 

Some employers give a test during the interview process. 




WHY PEOPLE AREN'T HIRED '"^ 
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10. 



> 



peirsonal appeararicj6. * ' 
%^~"(^ - conceited "superiority complex" ^ '^ktiow-lt- all 

^IijJ^Ayity to express himself clearly - poor voice, dlctlon,;:.>,g^4inniar . 
iifitiik planning ior' cajf eer - no purpose and goals. - '-^'^'^^^^^ 

ack of interest and emlhusiasm - passlvfe, indifferent.* : 
Lack of confidence and pols.e - nervousness — lll-^at-ease. 
Tailure to "participate in activities. N A S 
Overemphasis on money - Interest only in best dc^llar offer. 
Poor scholastic record just got by. / 

Unwilling to start at the bottom - e^yects too much too ^oon. \ 
11. Makes excuses Evasiveness - hedgea^n- unfavorable factors in record. 
12; Lack of tact. ' , ' ' - 

13. Latk of maturity. 

14. ♦ Lack of courtesy - ill-mannered. 

15. Condemnation of past employers. 

16. Lackf^of social understanding. 

17. Marked dislike for school work. 

18. Lack of vitality. 

19. Fails to look interviewer in the eye. 

20. Limp, fishy handshake. ^ / 

21. "5 Indecision. * » * * 

22. Loafs during vacations - lakeside pleasures. ■ \ ' 

23. Unhappy married life. - 

24. Friction with parents. 

.25. Sloppy application blank. . ' ^ 

26. Merely shopping around.^ ^ 

27. Wants Job only for sliort time. 

28. Little sense, of humor. 

29. Lack of knowledge in field of spe^alization. 

30. Pa.rehts make decisions for him, 

31. ^ :No interest in company or in industry. ■ . " ' 
^32i*" - Emphasis on whom he knows. 

*33. Unwillingness to go where sent. 

34. Cynic^al. . ^ r ^ 

35. ' Low moral standards. - ^ ^ ■ ■ ^ 

36. Lazy. , . ^ 

37. Intolerant - strong prejudices. 

38. Narrow interests. r - ^ 

39. Spends much ti^ in, movies. 

40. Poor handling of^$fersonal finances. ^ 
4X; No interest in community activities. 

42. Inability to take criticism. ^ / .^ * : < 

, 43. Lack of appreciation, of the value (j£ experience.^ ^ ■ 
^4^.- Radj|bal ideas. . 

45. Latfe '^^-inter^ew without good ^jjUjoi^- 

46. Never ^beard or^company. / ^ T^.'^^ ^ , . 

47. Failure to express appreciation for\ihterviewer'*s time. 
4B. Asks no questions about ther: Job. ; V 

49. High pressure type. m ^-^^L^^- , * ' 

50. Indefinite response to questions. , 



Handout I I- 6-3 
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REMEMBER: DRESS FOR A JOB, NOT 

FO% A PARTY ! 



Trjipsparency II-6r4 
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PEARANCE OF APPLICANTS 



A. Personal Grooming 
Girls 

1. Hair - clean, neat, and suitably styled. 

2. Skin - clean, v f 

3. Teeth - clean. / * 

me of day. 
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4. Make-up - not too much; suitable for time of day. 

5. Nails - clean, no,t too long, not too highly polished. 



X 



Boys 



0 
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Hair - well groomed, clean, acceptable style. 

2. Skin - clean. t> ^ 

3. Teeth - clean. 

^i: Face - cleanly shaven. 
5. Nails - clean ancfwell-shaped: 




Wearing Apparel 

J- 

Girls ' ; 

1. Dress - conservative as to cut and color, ^^s* ' 

2. Accessories - clean and of a type to enhance appearance. 
• 3. Shoes - clean, po listed ^v; and in good con<||5fe,ion. 
4. Jewelry - appropriate to*^o|tume and for wb'rk-. 



Jffoys 



Ac\eptabJ.'e dress - well pressed suit oAsportcoat and slacks. 

2. Shirt -r. (?iean, well j>resa.ed, no frayed dollai; and cuffs^. 

3. Tie - clean ajfid well pressed; in harmony wf^hr |ult. 

4^ SoQjts - in harutony with suit and tie; DO NOT GO WIXHOtJT SOCKS. 
5* , SUo/BS, - clean, well-polished, in good condition. 

•6. Jewelty -'Acceptable if it doe's iibt draw attention^ ,N0 t^ALLIQNS, 
* . / BEADS, etc. 



r 
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JOB INTERVIEW 




PERSONNEL 



0- 



4. 



TAP 



BE CONFIDENT 
AND PREWVRTED! 



ERIC 
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JOB INTERVIEW 



\ 




SPECIFY: DONT BE A JACK OF ALL 

Tf^ADESf: 




Transparency-ii-6-7- 
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USE A -FIRM piSP^HAKE^ BUT 
DON'T TRITTO PRSvE HOW ^RONG 
sYOUR GRIP CAN BEi 



- • 1--^ — Transparency II-6-8 

-^93' 
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LEAVE WHEN THE EMPLOYER EllgS 
THE INTERVIEW. t ' 
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THE JOB INTERVlEiW 



1. Always go alone. 

2. Be on time for your appointment; be 15 minutes early if possible.. 

•J ■ . . .. • 

3. Do not chew gum or smoke; refuse if either or both iia offejjj^d. 

4. ' Greet, everyone with a smile and d firm handshake. 

5. Introduce yourself by your proper name; do not use nicknames or use Miss, 
Mr. , or Mrs. 

6. Have completed letter of application, employer's application, ^nd your 
personal data sheet. 



. 7. 



Call the employer by his correct^iven name. 



8. Look at the i^terviewiHl while talking to him. , 

9. Answer questions briefly using good grammar and do not use slang. Do not 
interrupt while interviewer is talking* 

10. Be truthful. - . 

11. Sell your qualifications for the job rather than your need ^r work. 

*'-'-^< * ■ \ 

12. Avoid discussing politics or religion if possible, unless ib^pertaihs to > 
the job. " ' ' \, 

13. If you are offered the position, you may ask ^^ut the salar^^-but don't 
appear interested only in the benefits.^ ^''^ 

14. Do not;;^fumble with h^nds or objects in lap. j . ' ' • 

• . ■ - ) ' ■ . 

15. Use gooid** p.Q8ture at all times. ? 

16. Tlie interviewer will close the^interview. 

17. Thank him for his time. > 
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""^ QUESTIONS OFTEN ASKED DURING THE INTERVIEW 

1. Why would you like to work for this company? 

2. Are you looking fpv permanent or temporary work? . 

3. Vm^Jt .jpb^*^^ you like most? 

»*^^^||^ be* doing In five years? In ten years? 

5. WHaSt^'guf^^^ do you have for this Job? ; . j 

6. What subjects in^schopl did you like best? Least?^ 

7. Do you prefer working *alone or with others? - 

8. How do you spend. your spare time? / ^ 

9. " Wh^t magazines do you rcpd? ' ■ ■ 

10. What Is ypiir main sti^^ main wealoies's?^ ' ^ 

11. What Jobs have you^^^^^^r did'you* leave? ' \ 

12. What 3^1.^^ dp y(m fBB^ ^ ^ ^ 

X^j^^^ ' ' .... 

13. Do you have arty i^iiiiits^^^' ' : ' . 

14. Have yoii had anjpg^^^j^u^ Illnesses?. 

15. Do you smoke? ^^^^ 

16. How do you feel about working overtime? ' ^ 

17. Do you attend school regularly? How i^ny days wete you out last year? 

18. What grades have you recielved In your school work? ' i 

19. ^ When can you begin work? . . v ^ / 

20. How did you become interested' in t^jts' ""company? 




Handout I I- 6-11 
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SUPPLEMENTAL 
TEACHING MATERIALS FOR ICT 
GENERALLY RELATED LESSONS ~ 



Unit \ II 



4 

BOOKLETS 



g(r . . , Lesson ^ 6 



Manual of Employme rit Interviewing . Department of the Navy, Administrative' Of flee, 
Washington, 25, D.C, 

^ . ~ * ".> ' 

■«^ Can«I Get. The" Job ? General Motors Corporation, Detroit, Michigan 48233, free. 

Grooming for the Job , The Meimen Company, Morrlst9wiii New Jersey 07960, 
FILMS / . 

/ - L ' ; 

Getting a Job . Film shows a high school student going about^tting a job. It 
discusses the six major roads to a Job, the preparation of a personal data 
sheet and the interview, 20 minutes,'' 1954. State • ' ^ 

Good Grooming Wardrobe . How to select clothes to suit individual 7needs, 

Importance of style and selection of clothes as well* as postiire. 14 minutes, 
1961; State. 

I^ Want a Job . Although clothing styles of actors are outdated, this film is 
excellent in describing the job interview. 20 minutes, 1941, Stat£. 



/ 



c 
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UNIT III 



emrloyer-iJmployee relations 



f 



Lesson 1. Getting Along With Your Employ el^^ 
Lesson 2. Getting Along With Co-workers 



1' 




Developed by 
Harve:^ L. Crone 
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INSTRUCTOR'S LESSON PLAN 
Generally Relatia4 Infprmattlpn 



Unit III 
Lesson 1 



SUBJECT: - ^Getting Along With Your Employer , . 

OBJECTIVES: The student will be able to discuss ways of succeeding with an 

^ enq>loyer. The student will be able to list attitudes and char- 

* • ■ acteris tics needed on the Job, The student will be able to 

/' explain why a company has rules and regulations. 

TEACHING AIEIS: Overhead projector, movie projector, tape recorder • 

MATERIALS: Traixsparencies ; ilm: ^ The, Bright Newcomer , 10 minutes, 

. McGraw-Hill Book Company, 330 West 42nd Street, New York, New 
' /^Yorkf Employer?s Rating Sheet (Refer to Handout III- 1-1 at the 
, , end of this lesson); Tape: "Attitude," by Earl Nightengale. 

' / ■■ ' ■ . ' . ' ^ , 

REFERENCES: Booklets, Your Personality and Your Job , Daniel Snick, and What 

^ ^ Your Employers Want , James C. Worthy, both from Science Research 
/ " Associates, Inc., 259 East Erie Street, Chicago, Illinois. 

Succeeding in the World of Work , Grady Kimbrell and Ben S. Vine- 
yard, McKnight and McKnight Publishing Company, Bloomington, 
Illinois. , 

SPEAKErY^ Invite a speaker from a local industry to speak to the class about 
employer-employee relations. 



I. preparation (of the learner) ^ ^ 

A. Relate a case of an employee who hasVbeen dismissed and cite the reason. 



llii^ PRESENTATION (of the inf6rmation) 



INSTRUCTIONAL TOPICS 

A. Know your employer^/ 

1. Define "employer" y 
> 2 . Explain employer' s^' 
responsibility^ 

a. s^stpmers/ ^ \ 

b. Cppmninlty V 

c. Employees 

\ 




KE!Z>^OINTS (things to remember to do or say) 

Ask students to define thejterm . 
""employer". • A \ 

In what ways is an emplbyer respon- 
sible to: 

Customer Produce a gopd quality 

of goods at a fair pric^. 
Community Provide jobs and pay 
taxes. 

Employees Fair wages and job 
security.' 

Show 3^ansparency III-l-l. 



4 
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II, PRESENTATION- (contlniied) 



INSTRUCTIONAL TOPICS 



KEY POINTS (things to remember to do or aay) 



A. Knorw your employer (continued) 
3.^ Defliie: "Good Hinnan 
Relations" ' 

(The Art of getting along 
with people.) ' 



a. Why human relations 
are Important. 

1. We all live and 
work wltlh people. 

2. Job succiess and ^ 
happiness depend on 

. good human relations. 
* 3. The wayjl treat- 

others '^ffect their 
treatment of me. 



What an employer look^ for. 
1. Admit youf errors 
Be attentive 
Try to please 
Regularlt,y and ^ 
dependability • 
Be agreeable 
Temperament 
Initiative 
Liking ybur work 
Friendliness 
Respqii3lbility 
Do your job well 




2: 
3. 
4. 

5. 
6. 

7. 

8. 

9. 
10. 
11. 



C, The mostv^%ortant factor 'in 
" job success is attitude. 
1. Your employer expects a 
positive attitude 
a. Smile ' ^ 

See other person's 
point oi view - 
Never make excuses. 
Respect Ideas and 
opinidns of others . 
Never complaih . 
Seldom critizes others 
Accept responMbility 
for mistakes 



b. 

c. 
d. 

t. 



Show Transparency III- 1-2, 



Draw ideas from group. 



Ask: What inf*ormation would be help- 
ful for each member to know about 
the other? 

To develop an understanding for the 
need of hjiiman relatiox£s between 
employer and employee. 



Hand out: "I want ^Worker", III- 1-3. 

Show Transparency III-l-'4. 

STRESS: Personal qualities importance. 



Play tape: Attitude, by Earl Nightengale. 
Discuss success in terms of characteristics. 
Refer to Transparency III-1-5. , 
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II, PRESENTATION (continued) 



INSTRUCTIONAL TOPlCS 



KEY POINTS (things to remember to do or say) 



D. Why a company has , rules and regu- 
lations 

1. How they affect you 

2. Why they are Important 

3. Your protection 

4. Safety regulations 

5. ^Necessity In Industry 



Refer to Transparency III-1-6. 

Invite a personnel director from a 
local Industry to discuss why a com- 
pany has rules and regulations. 

Have students to explain a Tule br 
regulation which they do not agree 
with at their place of employment. 

Invite a school prlncli^al to explain 
why a school has rules and regula- 
tions. 



E. Employed evaluations 
Why use them? 
'1. For grades 

2. To know where you stand 
on the job 

3. Promotion policies 

4. Increase In wages 

5. To gain Information 

6. To discover weaknesses and 
strengths of the employee 

7. To create a communications 
path for the employer and 
employee 



Refer to Handout III- 1-7 at the^end 
of this lesson. 

Explain the evaluation sheet t6 the 
students. Tell them what they will 
be graded on. 



III. APPLICATION (oral reports, panel discussion, demonstrations) 

A. Have students discuss a rule or regulation at thelif^ place of employment 
that' they disagree with or do not understand. 

B. Have students give examples of safety regulations at their iH^ces of 
employment. ~ ^ ; ^ 

C. Use a skit to demonstfate.how uncooperative workers affect others on 
the job. . ; " ^ 




IV . TEST 



A. Test made up by-- the coordinator (see example at the^end of this lesson) . 

B. Have students Mst the attitudes and characteristics necessary for job 
adjustments.' 

C. Have students rate themselves on the employer rating sheet at the end 
^of this lesson. Refer to Handout II-1-7. , 
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SUGGESTED ACTIVITIES: ^ ' _ 

A. , Have students cite examples of employer-employee conflicts on the Job 

and how they were solved, 

B. Have students conduct a survey of personality problems, personnel at- 
titudes, emplbyee morale and report findings to class. (Optional) 

NEXT LESSON: Getting Along With Co-Workers 
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RESPONSIBILITIES of I^ANAGEMENT 

MANi^JIIIEkU SERVES 3 MASTERS 






V 



THROUGH ITS RESPONSIBIL 

-DECISION - MAKING 
POLICY - SETTING 

CONT^LLING 

PLANNING 



(TIES: 
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Transpar ency III- 1- 3 
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YOUR EMPLOYER 




MAN? BEAST? OR COMRANY? 
FOUR FACTS ABOUT YOUR EMPLOYER 



I . HE IS HUl 

2^ liil BUSINESS, HE IS MORE LIKE|_Y TO BE 
RIGHT. ' 

3. THE BUSINESS IS HIS PERSONAL JOB. ' 

4. HE ACTS AS YOU WOULD IF PUT IN HIS 
PLACE.- 




ft. 
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Traiisparency III-1t2 



I WANT A WORKER , 



Who likes his Job. ^ , 

oWho knows his Job. ' . 
Who keeps himself physiLcally fit. ^ 
What vants to do a day^s work for a day^s pay. 
Who wants to. get ahead. i 
Who Is always on the Job unless excused. 
Who Is cheerful — ^not sullen. \ 
Who works safely — with due consideration for himself. 

and his felld|| workers ^ 
Who gets a bang out^ of a Job well done. 
Who tries to avoid waste and cut costs.. 
Who looks for a better way to do the Job. * 
Who tells the truth; who Is -slacere, 
Who' gripes little and looks forward.' 
Who keeps a spirit of team work. 
Who asks questions when he needs help. 
Who Is willing to face his personal problems squarely. 
Who tries to put himself In my place now and then.. 
Who feels that his Job Is a privilege - liot a right. 

1 WOULD GIVE A WORKER LIK5 THAT 



MY best; 



YOU- WOULD too: 




HOW TO SUCCEED WITH YOUFt BOSS 



ADMIT YOUR ERRORS 



TRY TO PLEASE 




BE ATTENTIVE 

REGULARITY AND DEPENDABILITY f,l{^^^ 



BE AGREEABLE 



TEMPERAMENT 



OK 

TEtmR 




INITIATIVE 
LIKING YOUR WORK 
FRIENDLINESS 
RESPONSIBILITY 
DO YOUR WELL 




Transparency III- 1-4 
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SUCCESS DEPENDS ON YOUR 
' CHARACTERISTICS 

COOPERATION 

HONESTY 
INTEREST 
LOYALTY 

PATIENCE 
AMBITION 
NEATNESS 
ENTHUSIASM 
POLITENESS 
RESPONSiaUTY 

PERSEVERANCE 
DEPENDABILITY 

GOOD MEMORY " 
WILLINGNESS TO LEARN 
RESPECT FOR AUTHORITY ' . 

PERSONAL Cleanliness ^ 

. Transparency III-1-5 
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RULE AND SAF^ETY BOOK 




SAFETY IS WRTOF THE JOB 
DON'T MAKE A FOOL OF YOURSELF 



OBSERVE ALL RULES 



BE, COOPERATIVE 




Trans par 
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EMPLOYEE EVALUATION SHEET 



Date > 



Progress 'Report of 



in 



V ^ Student ^ \ 



Training Agency 



Directions ; ^Jgtfap d over y^ach lir^e^.s^^fully. Place "a xheck mark over phrase which 
describear 'tl<6(||^udent,mo5ilt: accurately. Make only ooe mark on each linp, and^ be 
sure to n^riTevery^attine. " i . ' "\ 



Make oi 



1. ^l^#rf^^an excellent: ; Usilally neat .and Sometimes neglects ShoulcLto^rb>^ 
appea»ancev. , ^"'^appr^priate in 1 apiTeardnce. ^ aRpearknt^e.-^-^ - . 

" . - appearance/ * \, . i . . , * 



2. Personality is 
f ' outstanding,.* 



Has a pleasing 
personality. 



Personality is 
unimpressive 



Does not get^ 
along jfrell 
with^thers. 



'Y. l^ukll^enthusi- Shows interest in , Interested only ia Should show 
astic about work. ^ work mosr of tlSie. ^'certain phases of more interest 
' : J u - " * Jph."* in work. 



4. Goes, out of the 
way to coopejjate. 



Is usually 
cooperative. 



Helps only when^ 
asked . 



Does not Work 
well with others I 



5. Reliable in 
following 
directions.' 



Usually follows 
directions well. 



Sometimes careless 
in following direc- 
tions . ' 



'Cannot always be 
relied upon to 
follow directions. 



6. Recognizes work to 
be done and does it 
without direction. . 



Sometimes goes 
ahead in work 
not assigned. 



Performs regular 
roi^t^jxe duties 
oti^. 




. Seldom seeks 
work beyond regu- 
lar routine 
, diitii,es. 



7. Wise in actions 
\ and in making 



decisions. 



Usually shows 
sound Judgment. 



S om e t ime ^^ho ws 
lack of jud^ent/ 
or discretio^* 



L^s ability to 

ce sound 
^4e^isions. 



8. Has perfect 
attendance. 



Ocpasionally^absent 
^hut with good ex- 
cuse and advanc^ 
notification. 



Occasionally absent 
'without good excuse 
or notification. 



Frequently 
absent. ' 



9. Always on time. 



Occasionally late 
but with good 
excuse. 



Occasionally lat^ 
without good ex- 



cuse. 



Frequently 
late. 



10. Is outstanding in 
production. 



Exceeds average 
production. 



Is average in 
production. 



Should produce 
better. 



Handout II 1-1-7 
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INSTRUCTOR.' S LlESSQN PLAN 
tveiiie rally Relatf^d Information 



Unit III 
LessoA^ 2 



SUBJE.CT: Getting AJ^ng with CorWdri^ers 



OBJECTIVES^ Thfe student will l^stijnethods of getting alonfe'with co-wojkers. 



TEACHMG AIDS: Placksbdard^. handouts, iDovle projector (16 MM), tape recorder, 
r . '/ overhead projector, tr^ansparencied. * „ 



MATERIALS: Fl>UDf, Personal Qualities for Job Success , ^tate Film Laboratory. 



REFERENCES:, Bookl&t. Getting Al6hg With Others , by Gilbert 'Wren, Science' 

Research Associates, Inc., 5 7v Grand AVenue, Chicago, Illinois.' 



I. PREPARATION (of the learner) 

A. Cite* case of an employee who has been dismissed for not being able to' 
get along with co-workers. * ' * '^^^ 

B. Have students take the Pertonality Inventory teat at the end of this' 
lesson. Refer to Handout *tII-2-la, III-2-Ib* ^ 

C. Have studenfS'^ad the Personality Chart at the Ind of this lesson. 
They can see if they are on th'fe positives or negative side. Refer to 

'Handout III- 2-2. 



I I > PRESENTAtlON (of the information) 



INSTRUCTIONAL TOPICS 



f A. People ^re not square, they 



EKLC 



are 


many-sided. 


/< 


1. 


Interests 




2. 


Aptitudes 




3* 


Emotions 


Ask: 


4. 


Morals . ^ ^ 




5. 


Ideals 




6. 


Beliefa \.J 




7. 


Ability / 




8. 


Attitudes / 




9. 


Intelligeii'ce 




10. 


Self confidence 




11. 


Friendliness 


Refer 



KEY POINTS (things to remember to do ofUay) 



along with your fellow workers? 
Transparency II.I-2-3. 

Do you think it is necessary to ^ 
get along with your fellow workers? 
Defend your poaition. 

What happens to company ^rale 
when co-workers do not get along 
on the Job? 



i:.iii|>loyees act because of needs. 
1. N^ed to be alive and 
stay alive 
. Need to feel safe ^ 
Need to be social ^ 
Need to f^l worthy & 
respected - ^ 

Need to do the work we ^ike 



5. 



r^lay-tape, Atti1:udev by Earl Nightengale, 

Show film,^ Persotoal Qualities for Job 
Succeas . 

^ 

Discuss the Personality Inventory Test. 

N 
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III. APPLICATION 
9 



k. Hai^ students ell of the1$: conflicts with co-workers and'^'hcw they 
solved them. \ • V 

B. Jt^ve studgnts make a list of ind^^^dual characteristics they consider 
most important in working with othSjrs. i > 

C. " Let' class discover vceak points in student skits, demonstrating poor ' ^ 

«pooperation co-«orkers. ■• • » 



IV. TEST : 



A. List why it is iii5>ortal^ that' you get alon^ with co-workers? 

B. List ways of v getting ^along with co^orkCTs. - '/ - 

C. ^Pass out case of Sour . Sue (lH|fer to Handout III-2-5) at the ejfd of this ' 
^lesson. Have students solve this cas^. * " ^ ^ 



SUGGESTED v^IVITIES : 



/ 



A. Invite a Supejvlsor to talk to ^the class /kbout employee cooperation^ 

B. Reading: Succeeding j.n the World of Worky Chapter 4, pp. 79-82. 

C. Reading: Getting Along with Others . Booklet. 
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PERSQ 



ENTORY t 



I 



Here ar€» twenty traits without which, though you may have ability, brains, 
skill and Information, you can hardly expect to jsucceed 1^ competition with 
other people. Read over each statement carj^ful] 
* follows on eaph: 

A - Excellent 



y and then rate yourself as 



ERIC 



Good I d-|- Fair or ^Average 



D - Poor, 



IS SOCIABLE: ^ Smiles a great deal; get$ alotlg with people; and* has 
a k/^^ '^ense of humor. 

peopl^e; gives extra service; 



2. IS COURTEOUS: '»Is considerate of other 



and ^ays "please" and "(/hank ypu". 



3.' 



SPEAKS *EF5ECTIVELY : * Exptesses Ideas clearly .and , convincingly , ant 

speajks distinctly.^ A ' i- ^ 

%J^__ 4. >*IS eoOPERAIfl^E:- Helps f e|low ^ork^rs and customers; is filing to 



assume resspdriSlbiJJrty ; aift warxs 



SHOWS' INITIATIVE: Makes the best 
and makes' suggestions for improvement 



TIOU^^\,^ 



'cf the btglanlzation. / 
use'of time; th^ks up new IdfeasK^ 



IS AMBITNIOUS?*^ Wants the bu^Jhe^ss to succeed; wants to see others 
succeed xi^d is a "doer"! tiot a "preamer", 

IS TACTFUL: Says the right thiWg at the ^right time; does not argue; 
and makes the other felloy feel pe is doing things his way. 



8. -IS ENTHUSIASTIC: Ii3 not afraid 



his Job as if he owned the business. 



of hard^ 




likes people; and does 



9. IS CONSIDERATE: Makes'an ef for : to see the other fel4.ow's point of 
^iew; and is always on the aler. to help others. o ^ 

10. IS ORDERLY: Systematizes his work; keeps things in their^proper 
place; and is a clean storekeep^. 

11. IS HONEST: Is held in highest confidence; takes responsibility for 
his own errors and a^bids temptation, bad cpmpanions and bad personal 
habits. / ' n 

12. IS DEPENDABLE: Is always on the Job; observes company policies and 



r 



procedures; and does what he is told to do 



13. HAS SELF CONFIDENCE: Believes he can aAd will, succeed; does not know 



±t all; and never alibis. 



/ 



IS LOYAL: Belie VM the company fo^ which he works; knowg people 
who .are qualified will be advanced; and observes company policies. 
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IS INTELLIGEIlT:, Knows what lis doing; knows his facts and makes 
an effort tp learn new ihethodsv ' 

IS ADAPTABLE: Makes fidjustmentfs easily; welcomes changes; and judges 
new ideas on merit rather than by prejudicd^ ' 

jHAS A/^GOOD MEMORY: Remembers an* .can associate names and . faces; and 
discards non-essentials. \ * r 

Ig ECONOMICAL: Saves time and ^-ffprt by being efficient; Vat ches use 
of ^supplies J equipment, etc< that "Ae costly; and ^aves his own money 
as well as money^for his employer. 

USES JUDGMENT: Bases judgmerff on facts; makes decisions on merit; and^ 
is nbted for sound jtidgment. \ 

HAS^ PERSISTENCE ANd/atIENCR;^ Dpes npt^lose patience easily; tries ' 
again aad agalQ aad; is iiot easily discouraged. 



'A 




^ Handout III- 2- lb 



■PERSONALITY CHAJIT 



or two-^r 



If you can work on J^ist one or t^^o-^reasl so that your behavior 8how|3 a desirable, 
positive, attitude insVead of k negative attitude, the behavior of others toward 
you. will change. People will l^lke you better, and you will like them better. 
Study the chart below and see where you fit in. ^ 



POSITIVE ATTITUDE 



1. Smiles easily ^ 

2. Willlnl^^^-*^ 
dcea 



fdfjoe^iavior when 



it^nge his ideas, 

\ 

appropriate I 
4. Almost never compla3.ns^ 



3. Ab]^ to see other person's 
^^-xS^l^Boint. 



5. . Accepts responsibility for 
-mistakes. ' 

.6;* /Seldom cr it iciies> others . 



"""^TfffiGATIVE ATTITUDE 
1. Rarely smiles,^,^^^ 



2w Unwilling to change. 



7. Considers what is good for or / 
helpful to other^. ' ' ^ 

8. Respects the ideas and bpinions 
of others. 

3» ij^er make^ excuses. ' . 

■ ■ r .-■ 

10. Has' a variety of interests. . 



J 3. Unable to see the othey person's 

^ point of view. ' 

4. Complains about nearly everything i 

/ 5. Blames others for own ^mistakes^ 



6. Very critical of jpthers. . , 

7. . Thinks only bf' himself ^ "What's in 

it fprite?". ^ " <r. 

8. Tries to force his ideas and opinions 

on others. \^ / * 

" 'fi ' ■ / / 

9. Always makes excuses. 

10. Few interests, /Is often bored. 




\ 



1 1 4 
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E0PLE ARE NOT ^UARES 
THEY ARE MANY-SldEO 



r 



INTERESTS ^ 
/$> 'NjELLIGENCE % 



CD. 
< 



SELF 
CON 
Fl 
DENCE 



m 

Q 



''■''ENDLlNESS. 



IDEAU 




Transparency III- 2-3 
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EMPLOYEES AGT BECAUSE OF 



NEEDS 



( 




FIVE BASIC NEEDS: 



I . NEED TCX BE ILIVE imWptMm^^ 



2. NEED TO FEEL tSAFE 



-7 



3. NEkp^'Vo BE SOCIAL 




4. NEED TO FEEL WORTHY AND RESPECTED 



5. NEED to DO THE WORK WE LIKE 



Trarisparency 1 1 1-2-4 
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. - ' SOUR^UE 

^e, 1.8, Is an attractive waltreas In a rsstaurant known for Its fine 
food and excellent servtce^^^^he ,^idom makes mistakes on customers' checks 
and the arithmetic Is always right. Sour skie has a problem — she dofes n^t' 



smile ^easily.' 5he does not seem happy««^ Furthermore co-wqrker§ have trouble 
working with her. Sometimes there are arguments in front of jthe customers. This 
has caused customers to avoid her whenever possible. The manager has decided to 
fire Sufe even th p^gj ^she was a good worker and very efficient. Ifliat coyli^ she 



have done to save her job? ^ 

► 




■ I A' 
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^ SUPPLEMENTAL 
' ^ TEACHING materials; FOR IWE 

GENERALLY RELATE) LESSONS 
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ijnit III 



Lessons 1 and i 



BOOK? 



Andrews, Margaret, Abpytt Him . Gregg ^Divls ion, McGra;#-Hill,' 330 West 42nd Street 
^ New York-, New York 10001. -r ^ " 

Ballard, Strang,' Ways to Improve Your Personality « McGraw-Hlll» 330_West /42nd 
Street, New York, New York 10001. 




Steffl»e, Donald L. Polishing Your' Personality , Keystone Edticatl^ Press, 
Neii^ York, New York 10001. , \ * ' ' 



BOOKLETS ' ' 

^Collectldfr of Important^ Questions and Answers to Everyone * National Research 
^ Bureau, 424 North Third Street, Burlington, Iowa, 52601. i 

What Hon^ty? Science Research Associates, Inc., 259 East Erie Street, 
ilcago, Illinois 60611. * 

How' to Make People Like You . National Research Bureau, Inc., 424 North Third 

Street, Burlington, Iowa, 52601, 20c. "\ 



Iderstanding Yourself . Science Research ^^sociates. Inc., 259 East Erie Street 
Chicago, itllinois 60611, 65c. 



Your Attitude 1^ Showing . Science Research Associates, Inc., 259 "feast Erie 
f Street, Clny:ago, Illinois 60611. J , 

films' ^ * • ' ■ > 

^ \ 

Effective Criticism . Concerned with skill of taking ai^d giving criticism. 
10 minutes, 3tate Film Laboratory. jC 

Improve Your Personality . Shows how personality is developed and controlled. 
10 minutes. State Film Laboratory. 

/ . 

Control Your Emotions . Nature endows ua, at birth with three general patterns 
of emotional responses — rage, ffiaff, love. 13 1/2 minutes. State Film^ 
Laboratory. ' 

^By Jupiter . Film on human relations, 27 minutes/^S^^te Film Laboratory. 

Your Job-Filling In . Challenges the empjloyee to work i:o_ the best of his - 

abilities, 16 minutes. State Film L^Lbrary. 

Your Job — You and Your Boss . Relates the Relationship between worker and boss 
as seen from both points of view, . 16 minutes, State Film Library. 



c 






UNIT 1^ 
LEARNING CAN BE EASY 



I 



/ 



Lesson 


1. 


How w4 Learn 


Lesson 


2. 


Tools Used in Studying 


Lesson 


3. 


Ti^ to Improve Stu^±M , 


Lesson 


4. 


Beln^ Active In Class Discussion 


Lesson 


5, 


Taking Tests 



( 




Developed by 
John B. Moore 
and 

William G. Wyatt 
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INSTRUCTOR'S LESSON PLAN ' 
Generally^ Related lijf ormation 

Unit IV 
* i , Lesson 1 



\ 



SUB^T: Ho^' We Learn ^ , *^ 

0BJE6;TIVE: /^e Student^ will be ablyfe to discuss the various factors influencing 
learning. . 



TEACHING AIDS: Overhead projector, 16 MM ^rj^jector, and games 

MATERIALS: Transparencies ^iid handouts ^/ / . ^ 

REFERENCES: How to Stud^ y^omas F. Staton, distributed .by author, Montgomery,, 
Alabama* , f , , ^ 
Learning Discussion Skillis Through Games . Stanford and Stanford, 
Citation Press, N^w York, New York. - 

\ * l_ 

T. PREPARATION (of the learner) ^ 



A skilled mechaiJLc makes the repair of an automobile" look simple. Watch 
a good draftsman — -W electrician wiring a house, for example. He works 
easily and quickly, and seems to enjoy his work. This is true of any good 
worker at his Job. • 

■* 

Right now your work is studying and learning, and yqur main Job is being 
a student. 7^ with every Job, there are efficient and inefflcent wiiys of 
getting the work done. Watch a good student at work and you will discover 
that he proceeds easily and quickly, He'knows what has to be done and ^ 
knows how to do it with the least possible strain. 

This lesson is about how we learn. You will need to know this information 
in order to be an efficient student and proceed further in "the unit. 



II « PRESENTATION (of the Information) 

' . IN STRUCTIONAL TOPICS KEY POINTS (things to remember to do or sav) 



Motivation Refer to Transparency IV-1-1<- 

1.^ Definition ( 



1. w Definition 

2. Importance of motivation 

3. How to become motivated - 



\ 



B. Concentration Refer to Transparency IV- 1-2. 

1. Definition 

2. Attention 

3. Motivation and concentration 

4. Aids to concentration 

a. Physical surroundings 

b. Study when studying 



120 



187 



^ II.' PRESENTATION (continued) 



7 



atJN lAiiufj continued ) j ^ ^ 

INSTRUCTIONAL TOPICS /kEY POINTS (things remember to-do or sav) 



C. 




Reaction . 

1. Definition^ 

2. Reaction and learning ^ 

3. ^Promoting reaction 
a. Taking notes 

. b. ^Restating material In own 
words 

c. Anticipation of material 
to be learned * ^ 

--Organization - 
NLe. Definition 
2. How to become organized 

a. Get the general picture 



Refer to Transparency IV-1-3. 



b. Get details 



G. 



Comprehension 
a. Definition 
2. Skills required for compre- 
hension 

a. Motivation 

b. Organisation 
^ c. Keactfon 

Repeiitioa 

Definition - ^ ' - ' 

2. Repetition and learning 

3. Review and repetition 

Use of our five sense^ - 
1. Sight ' 
Hearing ^ , 

3. Touch i 

4. /Taste 

5. Smell C 



Have students to play murder game. 




0. Tktn^patenc^ IV- 1-4. 
R6fer to tir^^arency IV-1-5. 



Refer to Transparency IV- 1-6. 



Refer to Transparency IV-1-7. 



III. 




PLICATION 



^ave students discuss the factors which help a student to learn. 
Ha^ them also discuss how the material in this unit may be used to help 
them become better students. \ 



IV. TEST 



The student will Identify the six factors \Aich^_h to_ take, 

place, identify the five senses we have that help us to lealm (in a test 
situation). 
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. SUGGESTED ACTIVITIES: . 

!• Have students participate in excercisea dealing with eadh of the six 
factors which help learning take place, 
f??^^® students parti<sipate in games that stress organization of -material. 

* ■ . ' ' ,i. ^ . . 

. NEXT LESSON: Tools^Used in Studying % ^ ' " 




ERLC . 



■ WHICH IS YOU? 

OH'.. I AM AW6iR>' '^-V . 
I REAP THIS 51VFF 3 




WHAT juoAciAL P^vieW 

AK7 WHAT WRPoSt 

11 tc \ (T ^e.**-^**"' 




1 SPOTTED 
THE MAIN POiNTS 
AMD TVOOi 
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Transparency IV-1-1 




AMOUNT 
LEARNED % 

Transparency IV-1-2 



V 



19 



1 . 




NOT THjS.. : 




BUir THIS ! 



REACTION LEADS TO LEARNING 



Transparency IV-1-3 



USE OUTLINE FORM 

USE SYMBOLS 
ASK QUESTIONS 
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7/28/76 
HOW TO STUOy 
MR. BEJOO- 



o 



G 



PUT DOWN THE KEY POINTS- 



i; MAIN DIVISIONS 
A. RRST TOPIC 
I. SUBTORC 

- SI. BElES/M>Cr FACTS- 



DATE 
•SUBJECT 
•SOURCE 



■DON'T TRY TO 
WRITE EVERY WORD 



'I 
f 

I 



Transparency IV-1-4 



GET THE MEANING... 

■J J* ^ . ' " 



SlXtESS DGPENtfiS on 




NOT JUST THE WORDS! 




REPETITION ! 

Transparency IV-1-6 
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HOW DO WE LEARN ? 

BY USING OUR 5 SENSES 
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"SIGHT 



2. HEARING 



3. TOUCH 




4. TASTE 



5. SMELL 
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Transparency IV-1-7 
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SUPPLEMENTAL 
TEACHING MATERIALS FOR IWE 
GENER^LY R^TED LESSONS 



Unit 
Lesson 1 



BOOKS 



Tips How to Study. Delmar Publishers, Inc., Albany, York 12207. 
BOOKLETS 

How to Study American Guidance Service, Inc., 770 Washington, S.W., 
Minneapolis, Minnesota 55401. - - 

How_5y|Hdj.^^Channlng L. Bete Conipany, Inc., Greenfield, Massachusetts,. 

Staton, Thomas F.,,aow to Study. Distributed by author, P.O. Box 6133. 
Montgomery, Alabama 36106, 1968. 

Stanford and Stanford. Laming Disc ussion Skills Through Games . Citation 
Press, New York, New York. ~ 

Your Study Skills. Comet Building, Chicago, Illinois 60607. 
FILM 

How to Study . This film Is for students who have bad study habits and want 
^ to Improve them. 11 minutes, 1963, color. State. 

ImprovinB Study Habits. Covers skills that consitute the first stepa in 

the learning process such as (a) listening, (b) reading, (c) note\taking, 
(d) preparation of written reports. 14 minutes, 1965, State. 



transpXrencie's 



r.^*")!^^ ' transparencies, booklet," binder, etc. Channing L. 

Bete Company, Inc., 45 Federal Street, Greenfield, Massachusetts, . 01301. 
Coordinator can make his own transparencies. 



130 



ERIC 



204 



, INSTRUCTOR'S LESSON PLAN 

^ * . Generally Rilated Information 



Unit IV_ 

Lesson 2 



fiU^CT: Tools Used In Studying ' J/ 

OBJECTIVES: Each student will be able to:* (1) Take better not^s, (2) Summarize 
accurately, and (3) Listen effectively. . ' 

I ^ ' \ 

TEACHING AIDS^ Overhead projector, 16 MM projector 

MATERi^MLS : Transparencies and handouts 

REFERENCES: HoW to Study . Thomas F._Stat_on, -Distributed by author, Montgomery, 
Alabama. - 

How to Study . Channing L. Bete Company, Greenfield, Massachusetts. 
01301. 

How to Study. Science Research Associates, 259 East Erie Street, ' 
Chicago, Illinois 60611. 



I. PREPARATION (of the learner) 

4: 



In the previous unit we considered the six factors which encourage learn- 
ing and the uses of our five senses. In this unit we will look at some 
devices you can use to increase your learning efficiency in classroom and 
study situations. These might be called tools to assist you in applying 
the six factors involved in the learning process. 



II. . PRESENTATION (of the information) 

INSTRUCTIONAL TOPICS KEY POINTS (things to r«nember to do oTT&vT 



A. Notetakirfg ^ Refer to Transparency IV- 2-1. 

1. Personal diary 

a. Helps you concentrate 

b. Uses three senses 

(1) Hearing 

(2) Touch 

(3) Sight • 

c. Aid to recall when 
receiving ^ 

2. Personal system Expand on the senses and their relation 

a. Abbreviate ^ to the retention of knowledge. 

b. Symbolize 

c. Show importance by size 

d. Outline Refer to Handout IV-2-2. 

e. Write with phrases , 



i 




Refer to Transparency IV- 2-3 • 



4. Class note- taking 
a. Kifep alert 
Pay attention 
Write down key words, 
clues, etc. 
Listen 



6. 



7. 



b. 
c. 

d. 



5. 



c 
d 
e 
f 

g 

h. 



Reference note-taking 

a. Get overview of the 
material 

b. Glance at chapter 
headings 

Read summary paragraphs 
Notilce key points 
Read with a purpose 
Understand the material 
before continuing 
Outline 

Summarize to yourself 
Review by recall 



Completion of notes * 
Seek clarification from: 

a. Lecturer 

b. Students 

c. Textbook 

d. Library 

Summarizing 

a. A review of the facts 
and concepts 

Not helpful when dealing 
with highly complicated 
and complex material 
Use of marginal notes 
Underlying key words or 
sentences 



b. 



c. 
d. 



Have students list on the board the 
correct procedure for listening and 
taking notes. 



Refer to Handout IV-2-4. 



Give example of how to do. 



Have students summarize material from 
a page found in one of their textbooks. 



III . APPLICATION 



•A 
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IV. Test 

denvlref ^n'cJ^^r' "^^^ Presentation by the instructor 

acquired sSlls^nd '^^^ ^hfeir recently 

^^^^^^ rsot 



SUGGESTED activities: Have student compare notes taken after reading a pamphlet. 
NEXT LESSON: Tips to Improve Studying 
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NOTE-TAKING 



1 . IT'S YOUR PERSONAfc^lARY. 

2. IT'S AN AID TO RECALL WHEN YOU 
WANT TO REVIEW. j 

3. IT HELPS YOU CONCEnI^RATE. 

4. YOU USE 3 SENSES (SIGHT. HEARING 
AND TOUCH). 

5. TAKE NOTES IN CLASS AS WELL AS 
FROM BOOKS. 



13 



Transparency IV- 2-1 
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DEVELOP. YOUR- OWN SHORTHAND SYSTEM 



Class Notes * 

1. Don't try to write everything down — liaten for KKY POINTS. 

2. Listen for clues, — avM^ae "The four courses were" or "to sum up". 

3. If the class gets into a discussion, just note any major conclusion. 

4. If it»s not liiq)ortant — relax and listen. 

Reference Material 



1. 
2. 
3. 

* .4. 



Get the overall picture — what is the author talking aboutf^ 

Take a look at chapter headings and sub-headings. " 

Read last sumnary paragraph of 'each section or chapter to Rive 
general idea. " 

Then read for KEY POINTS. 
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-handout IV- 2-2 
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r 

LISTEN WITH YOUR MIND NOT 
^ JUST YOUR EARS . 




, Transparency IV-2-3 
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IMPIJpVING NOTE TAKING SKILLS 

Make some preparation for every class you attend. ' ^ 

a*. Complete outside^ reading or ref^fence assignments, 

b. Read textbook assignments or notes taken from the textbook. 

c. Review notes from pr^\^(»ls classes. ' ^ 

d; The more you know about the content of a lesson the more you will get 
( from It. It will be easier to spot key words and Ideas. ' * 

Copy everything on chalkboard. 

Develop a proper attitude. LliBtenlng well Is a matter of paying careful 
attention. ' 

Write the topic, the course and the date on your paper. ^ 

Give careful attention to tlie closing or summing up. The teacher will 
sometimes go over the main points and you can check them ag&lnst your 
notes. 

At the end of the class » ask questions about points you did not understand. 
Review your notes as soon after the class as possible. 
Practice taking notes. i, 



Handout IV-2-4 
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SUPPLEMENTAL 
TEACHING MATERIALS POR IWE 
GENERALLY RELATED LESSONS 



Unit IV 
Lesson 2 



BOOKS 



""'"^ ?o?f ?nnm ^^^"^ ^osen Press, ikc. New York. 



New York 10001. 
BOOKLETS 



Staton. Thorns F. How to Study. Distributed by author. P.O Box 6133 
i Montgomery. Alabama. 36106, 1968. ' 



FILMS ^ 



Improving Study HaMts . Illustrates the steps in the learning process; careful 
reading apd listening, accurate comprehension and adquate note taking! 
14 minutes, color. 1965. State. "King. 

^^°'^t?Slv^^^° : ^ ^"i^"^"^'^^"" ' I»«8e8 suggesting a stream consciousness 
SSf ^h^ *=^""8h your mind with what should be 

going through it while you listen. U minutes, color. 1966.t7State. 
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INSTRUCTOR'S LESSON PLAN 
Generally Related Information 



SUBJECT: Tips to Improve Studying 



Unit IV_ 

Lesson 3 



k 

OBJECTIVE: The student will be able to differentiate between good and poor 
study habits and skill in using good study habits. 



TEACHING AIDS: Overhead projector 



\ 



MATERIALS: Handouts; transparencies, pretest; film. How to Study , 1963, State 
Film Library. 

REFERENCES: How to Study . Thomas F. Staton, Distributed by author, Montgomery, 
Alabama. 

How to Study . Channlng L. Bete Company, Greenfield, MassachuseVts, 
01301, 1965. ^ 
How to Study . Sctihce Research Associates. 
Tips on How to Study . Delmar Publishing, Albany, New York. 



I. PREPARATION (of the learner) 

Today we will discuss a subject which all of you will find interesting 
and helpful. Studying is a subject which is the most needed and probably 
the most disliked in school. 



1. What l3 studying? 

2. What is studying for? (Bring up tests.) 

3. Why, then, do we study? 
Pretest (Refer to Pretest IV- 3-1) V 












II. PRESENTATION (of the information) 


INSTRUCTIONAL TOPICS KEY POINTS (things 


to remember to do or say) 



A. ^ Learning Proc<^sses 

;1. * Senses , 

2. Attitifde 

3. Alertness 

B. Personal Study Plan 
-1. Physickl factors 

. a. Work area 

b. Study time 

c. Conditions 
2. Personal factors 

a. Alertness 

b . Readiness 



You must want to learn if learning is 
to be effective. ^ 
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11. PRESENTATION (continued) 



INSTRUCTIONAL TOPICS 



KEY POINTS (things to remember to do or say) 



C. How tp\ Study (PQ3R Plan) 

1. Preview 

2. Question 

3. Read 

4 . Review ^ 

5. Recite 

D. What to do When yoii Can't 
Study 

1 . Move 

2. Relax 

3. Review 

E. Aids to Study 

1. Mental 

a. . Relaxed 
^ b. Alert 

c« Ready 

2. Physical 

a. Rest 

b. Exercise 

c . Hygiene 

d. Meals ^ 

e. Recreation 

F. Learning 

1. Use what you learn 

2. ^ Tie In your studies with 

your life 

3. Be self-crltlcal 

4. Take criticism 

5; Help others learn 

G. Memory 

1. Intention to remember 

2. Familiarity with material 

3. Organization 

H. Faster Reading 
1. Posture 

2* Concentration 

3. Speed 

4. - Reading habit 

5. Will power 



Refer to Transparency ' IV- 3- 2. 



STRESS:. A student must be free of all 
outside distractions, both 
physical (nolSe) and mental 
(worries). 



Refer to Transparency IV- 3-3. 



Refer to Transparency IV-3-4. 



Refer to Transparency IV- 3-5 and IV- 3-6. 



Refer to Transparency IV-3-7. 



111. APPLICATION — 
Have the student work on a self-study plan for all subjects. 
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IV. TEST 



Present to the student several different study situations and have them 
rate each and correct the poor situations. • 



SUGGESTED ACTIVITIES: Have student complete Handout IV-3-«, 
NEXT LESSON: Being Active In Class Discussion 




ERIC 
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PRETEST ON HOW TO STUDY ^ 

Without good study habits one will waate much time and the study effort 
won't be effective. True or F^lse? 

Without review^ material which has been covered can be easily forgotten. 
Review fixes this material In the student's mind, tru^^^ ^alse? 

List the stQps to effective study: 

Answer: 

a. Preview the- material to be covered * ' 

b. Question yourself on the material 

c. Read the material carefully 

d. Review the material 

e. Recite what you have learned 

List three things which hinder studying for teenagers: 
Answer: 

a. Other activities 

b. No time to yourself to study \^ 

c. Interest In other things 

Make a list of poor study habits which you commonly practice: 
Answer: 

a. Studying with radio or T.V. on 

b. Studying with -a group where concentration Is difficult 

c; Studying at the last minute (crailfinlng) ^ " J 

d. Staying up too late for a test ' 



Pretest IV-3-1 
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J 

6 ^ , . 

PLAN YOUR STUDY 



ASSIGNMENT 
TO DO 


DATE 
DUE 


ESTIMATED 
HOURS 
NEEDED 


DATES TO STUDY 


AT 

oLnUUL^ 


AT 

nUlVlt 


A 

1 










\ 


i) 


- 










• 


T 


* 


^ - 
































i 









GIVE YOURSELF PLENTY OF TIME 




223 



IMPQRTANCE OF I^AVING-THE 
RIGHT STUDY SETTING , 



KEEP REGULAR STUDY HOURS AT HOME, 
AS WELL AS SCHOOL - 

ASSEMBLE NEEDED MATERIALS 
CLEAN WORKING AREA 

COMFORTABLE 
QUIET 




Transparency IV- 3-3 



o 144 



ERIC 



TO KEEP FROM GETTING 
BOGGED DOWN 




1. GET ENOUGH SLEEP 

2. GET PLENTY OF EXERCISE 

3. EAT REGULARLY. 

4. PLAY HARD, STUDY HARD 

5. HAVE A REGULAR CHECK-UP ' 



Transparency IV-3-4 



DOING IS IMPORTANT TO INCREASE 



LEARNING 




1. TRY TO USE WHAT YOU LEARN AS 
SOON AND AS OFTEN AS POSSIBLE 

V. 

2. TRY TO TIE-IN YOUR STUDIES WITH 
INTEREST 

3. BE SELF- CRITICAL 

4. TAKE CRITICISM 

5. HELP OTHERS 
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YOUR ATTITUDE TOWARD LEARNING 




DECIDE IF YOU WANT TO LEARN 

IPSO... 

1. THINK POSITIVELY ° 

2. MAKE LEARNING A GAME 

3. BE ALERT 

4. BE IN THE RIGHT FRAME OF MIND 

^ Transparency IV- 3-6 
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TO READ FASTER... 




PRACTICE THIS 




NOT THIS 

Transparency IV- 3- 7 
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PROJEfil 



<&et up a time schedule using all hours of the day that you are awake. Place 
in this .schedule a study-time allotment for all of your classes. Take into 
consideration all hours involved and all activities participated in. 



7:00 A.M. 

8:00 A.M. 

9:00 A.M. 
10:00 ^M. 
11:00 A.M. 
12:00 Noon 

1:00 P.M. 

2:00 P.M. 

3:00 P.M. 

4:00 P.M. 

5:00 P.M. 

6:00 P.M. 

7:00 P.M. 

8:00 P.M. 

9:00 P.M. 
10:00 P.M. 
11:00 P.M. 
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SUPPLEMENTAL 
TEACHING MATERIAL FOR IWE 
GENERALLY RELATED LESSONS 

• V Unit IV 

Lesson 3 

BOOK » 

Peters, Donald L. For Thlnklni^ Teens . Richard Rosen Press, Inc., New York, 

BOOKLETS S 

Staton, Thomas F. How to Study. Distributed by author, P.O. Box 6133, 
Montgomery, Alabama 36106, 1968. 



\ 
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INSTRUCTOR'S LESSON, PLAN 
Generally Related Information 



Unit IV 



Lesson 4 



SUBJECT: Being Active in Class Discussion 



OBJECTIVE: The student will be able to regulate his participation in class 
discussions*. 

TEACHING AIDS: Overhead projector and chalkboard 
/ 

MATERIALS: Transparencies and games 

REFERENCES: How to Study . Thomas F. Staton, Distributed by author, Montgomery 
Alabama. 

Learning Discussion Skills Through Games , Stanford and Stanford, 
q|.tation Press, New York, New York. 



I. PREPARATION (of the learner) ~ ■ 

Up to thie point we have been spending our time learning to take in 
information and ideas and organize them into knowledge. It Is also impor- 
tant to be able to show wh^t you have learned wRen called on to do so. 
This may be done by discussing material with other members of the class 
an,d your teacher.; ^ , 

r \ ' ' " ' 

1. How can you do->that? 

2. What are some adv^tages arid disadvantages of oral participation? 



II > PRESENTATION (of the information) 



INSTRUCTIONAL TOPICS 

_ 

A. Types of discussion 

1. Simple recitation 

2. Inductive questioning 

3. Open-ended questions 

4. Problem solving 



B. , Purposes of discussion. 

1. Solve problems 

2. Air opinions ^ 

3. Find out what others think 
(be a good listener) 

4. Vent .feelings ^ 

5. Clarify one's point of view 

6. Re-evaluate one's opinions 

7. Gain feelingis of acceptance 
and belonging ^ 



KEY POINTS (things to remember to do or say) 
Refer to Transparency IV-4-1. , 



Have, students participate in discussion 
games . . ^ 

Emphasize the role of discussion in. the 
determination' of grades. 



0 
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111. APPLICATION 

Have students present a list of advantages and disadvantages of oral 
participation. 



IV. TEST 



No test Is required fdr this lesson. Participation In games and actual 
class discussion will be the actual, assessment of this lesson. * ' 



^ 

NEST LESSON: Taking Tests 



\ 
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LEARNING DISCUSSION 
SKILLS 




^ TYPES OF DISCUSSION : 
. i. SIMPLE RECITATION ^ 
2.INDXTIVE QUESTIONING " 

3. OPEN ENDED QUESTIONS 

4. PROBLEM SOLVING 

. ^ Transparency IV-4'-l 
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SUPPLEMENTAL 
TEACHING MATERIALS FOR IWE 
GENERALLY RELATED LESSONS 



Unit IV 



, t Lesson 4_ 

BOOKLETS 

Staton, Thomas F. , How to Study . Distributed by author, P.O. Box 6133, 
Montgomery, Alabama 36106, 1968. ^ 

Stanford and Stanford, Learning Discussion Skills Through Games. Citation 
Press, New York, New York. 
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INSTRUCTOR'S LESSON PLAN 
Generally Related Information 

, ' . . Unit IV 

Lesson 5 

SUBJECT: Taking. Tests 

OBJECTIVES: The student will be able to differentiate between good and poor 
methods of preparing for a test. The student will design a 
plan to follow when preparing for a test. 

TEACHING AIDS: Overhead projector and chalkboard 

MATERIALS: Handouts and transparencies 



REFERENCES: How %o Study . Science Research Associates. ^ ^ 

How tp Study, Chanriing L. Bete Company, Greenfield, Massachusetts, 

01301, 1965. I 

Tips on How to Study , Delmar Publishing, Albany, 'New York. 



I. PREPARATION (of the learner) ' 

Taking tests is often the downfall of many otherwise capable students. 
Since course grades are assigned largely on the basis of theserxtests, 
students often get so shook that they become easily rattled and blow a 
test by forgetting material which they could previously recall without much 
troyble. Why?— for most, the basic cause is test anxiety due to a lack of 
self --confidence. They either feel that they are poorly prepared for the 
test or they lack confidence in their test-taking techniques. Thus, the 
two keys to conquering such anxiety are to study the subject thoroughly 
and to develop test-taking skills. 



I I. PRESENTATION (of the information) 

INSTRUC TIONAL TOPICS KEY POINTS (things to remember to do or say) / 

A. Before Studying for a Test 

1. Challenge yourself 

2. Guess at the questions to 
be asked 

3. Keview notes 

4. Look up unclear points 
5 • Reread 

6. ' Memorize by recitation 

7. Be able to explain the 
material 

8. Cramming vs. reviewing 



STRESS: Importance of good preparation 
before actually studying >£pr a 
test. , , ^ 

Refer to Transparency IV-5-1.'-' 



Refer to Handout IV-5-2. 
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I I. PRESENTATION (continued) 



INSTRUCTIO NAL TOPICS KEY POINTS (things to remember to do or sav^ 



B. 



During the Test 
1. Relax 

Read directions 
Scan the test 
Read questions 
Think 

Outline the answer 
Write 



2. 
3. 
4. 
5. 
6. 
7. 



STRESS ; Factors to take Into consider- 
ation during a test. 

Have students complete Handout IV- 5-3. 

Remember to eliminate dlstractors In 
multiple choice tests. 



C. After the Test 

1. Read comments 

2. Restudy wrong answers 



III. 


APLLICATION 






Have each student work on 
Review tests. 


a plan to follow w|Ten preparing for a test. 








IV. 


TEST 





Have the studeoefl;J.^entify five points to^be^aware of In a test, 'Tlien ^ 
have them dlf feritatl&te -betWeen gopd and poor methods of preparing filr a 

\test._ ' ;•: . . V • ' v 




so, YOU ARE 
GOING TO TAKE 
A TEST! 
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1. WHAT TO DO BEFORE THE TEST: 

^A. CONSIDER IT A GAME 

B. TRY TO GUESS THE QUESTIONS 

C. REVIEW YOUR NOTES 

D. LOOK UP POINTS NOT CLEAR 

2. WHAT TO DO DURING THE TEST: 

A. RELAX AND* FORGET ABOUT OTHER PEOPLE 

B. READ DIRECTIONS CAREFULLY 

C. READ THE ENTIRE TEST FIRST- TO BUDGET VOUR 
TIME, AND AVOID DUPLICATION 

D COVER ALL THE? POINTS ASKED FOR 

E. THINK BEFORE YOU WRITE 

F. LEAVE TIME TO GO OVER YOUR PAPER 

3. WHEN YOU GET YOUR PAf^R BACK: 

A. READ ALL THE COMMENTS AND CORRECTIONS 
SO YOU WONT MAKE THE SAME MISTAKES AGAIN 



Transparency IV-5-1 
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CRAMMING 

There is all the difference in the world between reviewing and cramming. 
Cramming is a frantic attempt to stuff one^s mind as full as possible of 
facts and ideas in and for a short time* Review is a re-exapiination of 
familiar material to clarify one's understanding, refresh one's memory, and 
pick up any important material which has been ovel^looked or has slipped out 
of mind. 

1. The advant^es of cramming 

a. Benefits the lazy student 

b. Greater value to the industrious student when he uses it in 
addition to regular study 

2. The disadvantages of cramming / 

a. Should not substitute for regular study 

b. It substitutes haste for care 

. ■ ■ ■ * 

c. It substitutes rote memory for reasoning 

d. Clogs the mental processes 

e. It is not a sound method of studying 

O 



/ 



Handout IY-5-2 
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5 MINUTE TIMED TEST ON FOLLOWING DIRECTIODS 

How well do you follow directions? You should be able to pomplete all 
the things required in five minutes by following the directions below. Your 
teacher may wish to time you to see who can finish first, second, etc., so 
- turn your paper over to show when you have completed all the work. 
Do not begin until your teacher say "go", then follow directions exactly as 
given. You will need one sheet of notebook paper. 

1. Read all directions before doing anything. 

2. On a sheet of notebook paper, write your name in the upper right comer. 

3. Number from 1 to 7, leaving three blank lines between each number. 

4. Draw fiVe small squares beside the number 1 on your paper. 

5. Put an-'"X" in each square beside_number 1. 

6. Put a circle around the number 2 on your paper. 

7. Count the number of pages in Chapter 4 of your math' book and write the 
answer ^beside number 3 qjx your paper. 

8. Multiply the answer above by your age. 

9. Say your name out loud. 

10. Beside number 4, write today's date. 

11. Beside number 5, write the city and state you live in. 

12. Count the number of persons in the room and write the answer beside 
number 6. ^ 

13. Say, "I have reached number 13, and I am following directions carefully." 

14. Now that you have completed the reading, omit all directions except the 
first two. ■ 



Handout IV- 5-3 



SUPPLEMENTAL 
TEACHING MATERIAL FOR IWE 
GENERALLY RELATED LESSONS 



Unit IV 



Lesson 5 



BOOKLETS 



Tips on How to Study . Delmar Publishing, Albany, New York. 

* » 

Staton, Thomas F. Hov to Study , Distributed by author, P.O. Box 6133, 
Montgomery, Alabama 36106, 1968. 

Mlllman, Jason and Walter Park. Hov to Take Tests > McGraw-Hill Book Company, 
New York, 1969. 

Hov to Study . Channing L. Bete Company, Inc., Greenfield, Massachusetts, 
01301, 1965. 




o 
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' UNIT V 
ON-THE-JOB CGMMDNICATION 

Lesson 1. Public Speaking 
Lesson 2. Listening Skills 
Lesson 3. Correct Telephone Use 




Developed by 
Hugh^. Byrd 
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INSTRUCTOR'S LESSON PLAN 
Generally Related Information 



Uftlt V 



Lesson 1 

SUBJECT: Public Speaking 

OBJECTIVE: Students will be able to give a speech on hl^ job, IWE, or VICA 
which will be a minimum of three minutes. 

TEACHING AIDS: Tape recorder, overhead projector and video-tape machine. 

MATERIALS: Handouts, recordings and transparencies 

REFERENCES: Hov to Talk More Effectively t American Technical Society, 848 
Eikst 58th Street, Chicago, Illinois. 



li' PREPARATION (of the learner) 



Tell students that they will be asked to give a short talk before the 
IWE class. The talk will be on a subject that they are Interested In and 
are knowledgeable about. Give students cardsto list possible subjects 
for a talk. 

Ask students the Importance of being able to give aNspeech. 

1. " Where are some places you might give a speech? 

2. How can ability to speak well help you on the job? 




II. PRESENTATION (of the Information) 



INSTRUCTIONAL TOPICS KEY POINTS (things to rememblaPto do or say) 



A. Suggestions for a Successful 
Speech 

1. Know your audience 

a. Don^t memorize 

b. Make outline 

2. Know your subject well 

3. Have a good eye contact 

4. Speak loudly and clearly 

5. Show enthusiasm 

6. Be moderate In movement 

7. Use gestures for emphasis 

8. Involve audience 

9. Have good posture 
10, Be dressed properly 



Draw suggestions from students and list 
them on the board. 

Have students hand In an outline of a 
speech. 

Refer^ to Transparency V-1-1. 

(Use of IWE character on this transparency.) 
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II. PRESENTATION (continued) 



C. 



INSTRUCTIONAL TOPICS KEY POINTS (thlnR8 to remember to do or aayj. 



Reasons for Speech 
1. To interest 
To Inform 
To stimulate 
To convince 
jpo persuade 



2. 
3. 
4. 
5. 



Discuss the tjrpe of speeches 

1. Informative 

2, Persuasive 



Content of Speech 
1. Speaker should be familiar 
with subject 

Speaker should use reference 
materials to supplement his 
speech 

The speech should contain!^ 

a. Main Idea 

b. Well-written body 
It should be concrete ^ 
It should be argumentative 
as well as persuasive 



2. 



3. 



4. 
5. 



STRESS ! Use supplements: 

1. Illustrations 

2. Comparisons and contrasts 

3. ^ ^Specific Instances 

4. Facts and figures 



Characteristics of a Successful 
• Speaker 

1. Quality of vocabulary 

2. Friendly 

3. Firmness 

4. Correlate the subject with 
the audience 

5. Regard for listeners 



Explain these terms to students If 
used when presented to students. 

Draw suggestions from students and 
list thein on the board. 

Show students how to use visual aids 
to emphasize the speech. 



III. APPLICATION 



Play recording made of a speaker and let students point out the good 
and bad points of the speech. Using Handout V-1-2, have students practice 
rate of speaking and articulation.^ 



IV. TESlT 



Each student will prepare and present a speech on some i^hase of his 
job, VICA or IWE. He will be evaluated both by the coordinator and students. 
Evaluation forms will be used. Video-tape each student's speech and re- 
play It. The video-tape of each student's talk should be evaluated by 
the Instructor. He should point out good points and show students where 
Improvement Is needed. 
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SUGGESTED ACTIVITIES: 

Have experienced speaker talk. After he leaves » have the students evaluate 
his talk. 

Have the better speakers enter the VICA speech contests. 
NEXT LESSON: Listening Skills 
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DRESS ACCORDING TO AUDIENCE 

HAVE GOOD EYE CONTACT 

SPEAK^ LOUDLY AND CLEARLY 
SHOW ENTHUSIASM 
GESTURE FOR EMPHASIS *^ 
INVObVE THE AUDIENCE 
DON'T LEAN ON THE PODIUM 
DON'T^ FIDGET 




J " 

FATE OF SPEAKING 



Read the following passage aloud in your normal speaking voice. Time yourself. 

Mr. ,Carter? Charles Moore, of Olson Sporting Goods. Nice to be talking 
with you again. Say, I've been reading that you have been having some 
pretty cold weather up there* I hope you're getting the ice shack ready. 
It won't be long at that rate. Mr. Carter, I have some especially good 
news for you today. Olson haa taken on a line of ski mittens that are 
unbelievably w*rm. I tell you; they're like wearing staves. They are 
the first in the industry, Mr. Carter, and we are call/ng to make sure 
that you will be well stocked to meet the demand that as expected. The 
manufacturer is^ putting dn a special advertising and promotion campaign 
that should be a real boom to your sale of ski equipment, and a full 
color ad in four national ski magazines for October and November. 

ARTICULATION PRACTICE 

Read the passagd, aloud in 90 second^ without stumbling, mumbling, or slurring. 

Once upon -a- time there lived in the San Fernando Valley a boy by the 
name of Thfeophilus Thistle who was a successful thistle sif teg. Next 
door to the thistle sifter, Theophilus, lived another boy, Peter Piper, 
the pickled pepper picker. Unfortunately, Theophilus Thistle often 
thrust three thousand thistles through the thick of his thumb apd Peter, ' 
while picking peppers, often got pickled himself. One afternoon, after 
picking a peck of pickled peppers and becoming quite pickled, Peter 
wandered down to the tvi^ach of Sarfta Monica (to do a little surfing) , and 
there he met the girl of this story. Now for the sake of aimplicltx. 
we Shalt call the girl "She". She sold sea shells by the seashore mk 
Pet er, the pickled pepper picker, often purchased the sea shells and they 
.^ became quite good friends. As time passed, their friendship grew and 
they weffe finally married. Peter Piper picked Theophilus Thistle to be 
his best man. Theophilus Thistle said he gladly would. The day of the 
wedding, Woel Theophilua Thistle, who was really a very successful thistle 
sifter, thrust three thousand thistles through the thick of his thumb. 
But Peter, who wasn't pickled, and She, who wasn't selling sea shells, 
got married anyway. And they lived happily evermore. 
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SUFPLEHENTAL 
TEACHING MATERIALS FOR IWE 
GENERALLY RELATED LESSONS 



Unit 
Lesson 



BOOKS 



Bordeaux, Jean, How to Talk More Effectively , American Technical Society, 
848 EaBt 58th Street, Chicago, Illinots 60637. 

McCall, Roy C, Fundamentals of Speech , MacMillian Company, New York 10001. , 

Wlksley, Wesley, Oral Communication , MacMillian Coiiq)any, New York 10001. 

"Zetler, Robert L. , Successful Communication in Science and Industry, Writing , 
Reading, tod SpeakinR . McGraw Hill, Industrial Education Materials, 
Manchesterl^ad, Manchester, Missouri ^011. 

FILMS 

Communicating with the Public . Gives ^tal qualities for dealing with the 
public— courtesy, patience, tact, 12 minutes, 1970, State. 

Getting Yourself Across . Shows the role of the speaker's personality in 

getting ideas across to the audience. 21 minutes, color, 1968, available. 
State, 

Language and Communication . Gives understanding of our heritage of spoken and 
written language and it's role in the communication of ideas, 16 minutes, 
color, 1966, State. 

Public Speaking Fundamentals . Examine 3 public speakers in terms of the speech, 
the audience and the speaker • 14 minutes, color, 1970, State. 

Speech Skills - Using your voice Effectively. Examines problems of speakers^ 
volume, pitch, voice quality and articulation. 14 minutes, color, 1970, 
State. 



TRANSPARENCIES 

Communication Process . Considers speech mechanism, outlining and inter-relation- 
ships of audience and speaker. Visual Products Division, 3M Company, 3M 
Center, St. Paul, Minnesota 55101. 

ft 

Oral Communications . Teacher directed text plus 20 visuals. Visual Product 
Division, 3M Company, 3M Center, St. Paul, Minnesota 55101. ' 



167 



262 



INSTRUCTOR'S LESSON PLAN 
Generally Related Information 

Unit V:-v^ 

Lesson .2^- '.- 

' Fl . 

SUJBECT: Listening Skills 

' ■ . ' • • 

OBJECTIVE,; Students will be able to list the facts in becoming a gobd 
listener. 

TEACHING AIDS: Tapes from Educational Progress Corporation, tape recorder 

MATERIALS: Record by Dr. Ralph Nichols, "Listening is Good Business," 
University of Minnesota 

REFERENCES: How to Study . C. T. ' Morgan and J^ Dese, McGraw-Hill Book Company 
Inc., New York, New York. 

Listening Tapes , Educational Progress Corporation, 8538 East 41st 
Street, Tulsa, Oklahoma 74145.^ 



I. PREPARATION (of the learner) 

Whisper a simple sentence or a rumor to a student and then let him 
whisper it to another student. Let this student whisper it to another 
student and see how it changes before it comes back to the teacher. 



II. PRESENTATION (of the information 



INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say) 



What are some of the results of 
poor listening? 

1. Bad communication . 

2 . Accidents 

3. Bad morale 



Lecture. and discuss effects of poor 
listening. 



B. What have studies revealed about 
listening? 

1. You can comprehend at about 
3 times normal conversation 
spleed ^ 

2. Skills can bfe taught 

3. 30% of the time in a day is 
spent in listening 

4. Listening skills need to be 
improved 



STRESS : The advantages of good 
listening* 



' Some Implications in Business 

1. Workers communicate better 
horizontally 

2. Workers, want a manager to 
be a good listener 



Discuss effects of business due to bad 
communication. « 

Cite some examples. 
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II. PRESENTATION (continued) 

INSTRUCTIONAL TOPICS KEY POINTS (things to remember to dtf-or aav^^ 

D. Hints for listening correctly Refer to Handout V-2-1. 

1« Think ahead and guess what 
the speaker Is working toward 

2. Try to Identify with what 

the speaker has to say ^' 

3. Be mentally active 

4. Listen for Ide^, not facts 

5. Don't make an outline for 

every presentation which # 
you hear W 

6. Pay attention ' 

7. Get a central Idea 

8. Swltcji off emotiofial^attltuateN 



III. APPLICATION f ' 

Play record "Good Listening Is Business" by Dr. Ralph Nichols. 

VT. TEST : ' 

I Students will list five good listening habits and explain why they are 
^ helpful. 



SUGGESTED ACTIVITES: 

Encourage students to use the hints they learned. In other classes. 
NEXT^ LESSON: Correct Telephone Use 
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; ''jNTERJECTiOHS 



j '....-.J^fqu can't talk afd Usfen at 8ap»^lie..;;^^i^ ] /^^An'occasloiiaiiAs," ... "I see" . . . 
■ it ' I V '1. • _ • y • . 'sfe the tuslpiy you're still wU^ 

' „iilit;#9\t 'Overdo or use It as a meaningless 



['LIKE mi WSTOi: 



jbu'U.underabnvhlm Bettef'iWoi ' '■' ' 

' poliit of view, 'i' ' ' ' ' ' 



ASK 



OF^^yOUR- 01 WORRIES 

ThlV/isnlt always easy ... but personal fears, 
not connected with contact, 

^ r- — -o ■ • • , , . ' t • ' 'static" than can block out the 

'■ feel you nay hav^ missed'^ poli^ . . ., cl^r ' " ' ,,:,>.,cu8t'oaef'8 message. ^. 
•. It up noif, before It eaibarraases you later ', * 

, : ^ J / 'sprepare in advance 

DON'T INTERRUPT- ^, / '« : ' ' ^ 'Remarks and questions prepared In advance . . . 

A . . .;even a loni? pkuse . . . doesn'f ' , ' when possible . . . free your mind for 



■ ; • > • • ^ -'V ' i ■ ' ■< ■ ■ ' . . ^ • Thls/lsnlt always 
QUESTIONS ' IV.'^rM'i^^ it'' ' wrries, problems 

If yU dpn't uader8taild\oWtnlng . . " \ , form a idnd of "st 



always mean he has. finished 'spying everything ( 
that he wants to say. v 

CONCENTRATE ' ' 

Focus your mind on what the person is saying. 
Practice shutting out outside distractions. 

TAKE NOTES 

This will help you remember important points, 
But . . . be selective. Trying to note down 
everything the person says can result in being 
left far behind or in retaining irrevelant 
details. 

LISTEN FOR IDEAS ... NOT JUST WORDS 

You want to get the whole picture ... not 
just isolated bits and pieces. 



I 



listening. 

REACT TO IDEAS ... NOT THE PERSON 
' ■ 59n'^t ^llow irritation at things the person 
may say ... or at his manner ... to distract 
you. 

DON'T ARGUE MENTALLY 

Keep your mind on the person's point of view; 
too much mental arguing' will surface in the 
way you respond back. 



\ 



DON'T JUMP TO CONCLUSIONS 



Avoid guessing what the customer is going to 
Isay ... or mentally trying to complete the 
berson's sentences. 



i 

0 

c . 
ft 

I f 
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INSTRUCTOR'S LESSON PLAN 
Generally Related Information 



- Unit 
.^Lesson 




SUBJECT: Correct Telephone Use 



OBJECTIVE: Students will be able to Identify the proper techniques for use 
of a telephone. 

TEACHING. AIDS : Telephone 

MATERIALS: Handouts, pamphlets, telephone skits, films: If an Elephant 
Answers , C & P Telephone Con^any, film library, 

REFERENCES: Communication Skills: Win More Friends by Telephone , available 
from C & P Telephone Company. 

^Bryant, Donald C. , Oral Communications . Appleton-Century-Crofts, 
New York. 

C & P Film Library, Richmond, Virginia 800-522-3881. 



I. PREPARATION (of the. learner) 

Use a mock telephone conversation in which poor telephone manners are used. 



II. PRESENTATION (of the information) 



INSTRUCTIONAL TOPICS - KEY POINTS (things to remember to do or say) 

A. Importance of Good Manners * Lecture and discussion (by local phone 

1. You are representing your representative if possible), 
business; much business is 

done by phone. 

2. Promotes future BBlationships Refer to Transparency V-3-1. 

3. Telephone calls interrupt a 
person's thoughts and work. 

4. Calls take time; good telephone 
manners make up for inconven- 

/ iences which may have been 
caused by interruptions* 

B. Preparation and Making the Call Role-play skit on correct procedure. 
1. Organize conversation before 

calling Lecture and discussion. 

a. Provides a basis to begin 

and end the call. Role-play skit. 

b. Jot down notes to remember. 

c. Let party know what you are 
going to talk about so a 
cutting point for the talk 
can be established. 
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II, PRESENTATION (continued) 



C. 



D. 



INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say) 



Receiving a Call 
1. Answer proii5)tly. 

Identify yourself and conq)any 
OD^ agency. 

Atteii5)t to give the caller 
full attention. 
Direct, call to someone else. 

a. Assure caller that the 
party is available. 

b. Ask him to wait a moment. 
If a party is not available, 
take a message as-follows: 



2. 



4. 



a. 
b. 
c. 



e. 
f , 



Name of caller 
Number and extension 
City and state (long- 
distance) 
Nature of message 
Action requested 
Number of long distance 
operator 

Date and hour of call 



Voice is inqjortant in making 
yourself understood. 

1. Soft or high voice 

2. Mouth too close or too far 
from mouthpiece 

3. Poor enunciation of words 



Lecture and disciission. 

Role-play skit. The instructor could 
borrow a phone to put on his classroom 
desk. The Instructor could then make 
a fake call using poor telephone manners. 
This could help get the classes attention 
for the lesson. Ask the class what they 
think of your Just completed conversation. 

Set up a situation in which a disgruntled 
customer calls a student ^s place of work. 
Use one student to play the role of the 
customer and another to play the role of 
the employee. The basic complaint would 
be written for the customer. The emiployee 
would react to his complaint. Student and 
teacher would analyze the student employee's' 
reaction and make suggestions. The skit 
could be repeated two or three times with 
different students. 

List and discuss important voice problems. 
Refer to Transparency V- 3-2. 



III. APPLICATION 

^ Role-playing skits from local telephone company on how to properly make and 
receive calls. 

Have students look for points which were learned during presentation. 



IV. TEST 



Ask student to lia^t poi; 
also points to keep, in mind 




in mind when making A business call and 
receiving a business call. » 



SUGGESTED ACTIVITIES: Practice proper manners when using phpne and invite a 

telephone company representative to conduct telephone 
demonstrations in the classroom. 



•NEXT LESSON: Federal, State, an^^cal Tax Systems 
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THERE IS ALWAYS TIME FOR COURTESY 



4. GREET THE CALLER PLEASANTLY. 
(BE ENTHUSIASTIC AND SINCERE) 



2. USE THE customer's NAME.o-i^ 

(THE SWEET MUSIC OF A PERSON 
HEARING HIS OWN NAME) 





3. TRY TO VISUALIZE THE PERSON. 




(SBEAK TO THE PERSON, NOT AT 
THE TELEPHONE) 



4. BE ATTENTIVE. 

(THE OTHER PERSON WILL 
APPRECIATE YOUR LISTENING 
POLITELY AND ATTENTIVELY) 




5. TAKE THE TIME TO BE HELPFUL. 

(IT'S BETTER TO SPEND SECONDS KEEPING A 
CUSTOMER HAPPY THAN MONTHS REGAINING 
HIS CONFIDENCE) 



6, APOLOGIZE FOR ERRORS OR DELAYS. 

(THINGS DO NOT ALWAYS GO RIGHT, SO BE 
GENUINELY SINCERE AND YOU WON'T SOUND 
PHONY) 



7. SAY "THANK Y0U"AND"Y(XJ'RE WELCOME", 





(COURTESY ON THE TELEPHONE USUALLY 
MEANS COURTESY IN BUSINESS) 



Trans piarency V-3-1 
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QUALITIES OF A GOOD VOICE; 



ALERTNESS 

(BE WIDE AWAKE) 

NATURALNESS 

( BE YOURSELF) 

D/ST/NCTNESS 

(BE CLEAR) 

PLEASANTNESS 

(BE FRIENbLY) 

EXPRESS/VENESS 

( BE DIRECT) 
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SUPPLEMENTAL 
TEACHING MATERIALS FOR IWE 
GENERALLY RELATED LESSONS 



Unit 



' Lesson 2 & 3 

BOOKS 

Bryant, Donald C. , Oral Communication , Appleton-Century-Crof ts , New York, 
New York, 10001, 1962. 

Zetler, Robert L. , S.ucce88ful Communication In Science and Industry-Writing , 
Reading, and Speaklnf^, McGraw-Hill, Industrial Education Materials, 
Manchester, Missouri 63011. 

BOOKLETS 

Magic of Your Telephone . Its uses In modern living. Available from local 
Bell Telephone Company, free. f 

Win More Friends by Telephone . Available at the American Telephone and 
Telegraph Company. 

FILMS ^ 

. Correct Telephone Usage . Fundamentals in efficient handling ot telephone 
calls. . minutes, $3.50, Business Education Films, Brooklyn, New 
York, 11201. 

Listening Skills — An Introduction . Pointers for the Improvement of listening 
habits, ^-minutes, black and white, 1966. 

Perceptio n and Communication . This film is a series of concrete examples of 

how human perceptions affect the communication process and the individual' 
concept of reality. 32 minutes, color, 1967, State. 

Speech-E ffective Listening . Demonstrates the importance of good listening in 
the communications process. 15 minutes, 1969, State. 

PAMPHLETS 

Communic ation Skills . Win more friends by telephone. Available at your local 
C & P Office. 

Hqw to Succeed in Business by Telephone . Available at your local C & P Office. 
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UNIT VI 
INCOME TAX 

Lesson 1. Federal, State, and Local Tax Systems 
Lesson 2. Filling out Federal, State, and lILal Tax Forms 



Developed by 
Edward A. Atkins 
and 
Tom Verb eke 
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INSTRUCTOR'S LESSON PLAN 
Generally Related Information 



Unit VI 



Lesso n 1 

SUBJECT: Federal, State and Local Tax Systems 

OBJECTIVES: The student will be able to tell the difference bettreen various ^ 
types of taxes. 

The student will be able to explain where tax money comes from 
and how it is spent* 

TEACHING AIDS: Overhead projector, blackboard ' 

» 

MATERIALS: Understanding Taxes , Publication #21, Internal Revenue Service, 
Washington, D.C., transparencies, and handouts 

s 

REFERENCES: Teacher's Guide for Understanding Taxes used with Publication #21, 
Internal Revenue Service, Washington, D.C* 20224, 



1. PREPARATION (of the learner) ^ 

Refer to Pretest-Posttest VI- 1-1 and discuss, 

■ \ > 

- ■ — — 

II > PRESENTATION (of the information) 

- INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say) 

A, Taxes 

1, Definition: A compulsory 
paym4u: of a percentage of 
incdifit, property value... 
etc. for the support of 
government . 

2. Pi4JT)ose Refer to transparency VI- 1-2. 

a. Raise revenue * 

b. Protection (defense) 

- . . r 

B, Classification of Taxes STRESS: Taxes are to pay th€L,expen^€s 

1. Progressive - is levied of operating government, 
proportionately on the ability 

of the person to pay (income Refer to Handout VI- 1-3. 
- tax) . 

2. Regressive - is when the Refer to Handout VI-1-4. 
taxation rate remains the same 

regardless of the ability to Discuss: Call for examples of each 
pay (estate tax). classification from grpup. 
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II. PRESgNTAtlON (continued) 



ERIC 



IHSTRUCTIONAL TOPICS 



C. Types of Taxation 

1. Direct 

a. Inheritance and gift 
tax ' 

b. . General sales tax 

c. Excise tax 

d. Property tax 

e. Social Security tax 

f . Income ta3^ 

2. Indirect . ^ 
/ aJ Estate tax 

b. Import tax. 



KEY POINTS (thiiiga to temember to do or aav) 
Refer to Handout yi-1-4 and'dlscuas. 

> Develop^ list of examples from group 
and put on board. 



D. Tjrpes of Taxes 
1, Federal 
a* ;lticome 
b. Estate 
. c. Import 

d. Excise , • 

e . Inheritance:. . 
. 2. Statfe 

V a« Income^; 

b. Sales ^-i; 

c. Estate - 

d. Inheritance 
^ 3,. Local Property 

-J, a. Property 

b. Sales 

C. Capitation (poll; 



tax) 



F. 



'^Where Your Tax Money Goes 
1'. '"^efens^ - 43t . 

2. ' Internal affairs - 2Z 

3. - Veterans -~"*4Z 

4i Interest 7 7% ^ 

5. - Space reisearch - 2% 

6. Health and welfare - 26Z 

7. Education - 4% 

.8. Community^ development - 1% 
9. Transportation - 4% . 

10. Agriculture - 3Z 

11. National resources - IZ 

12. Generaji government - 2Z 

Sources of Federal Income. 

1. Individual income taxes - 

. 46% 

2. Corporation incom^^'taxes - 
20Z ' i'' K" • 

3. Social insurance arid retire- 
* ment - 31% . 

-L. Exi^ise t\aes- - 8%^ ^ 1 . 

5. Other - 5% 



Discuss. 

Ca}.l for €)camples from the group. 



Refer to Handout VI^l-S. - ^ i 

Point out the larger spending areas « 



Refer to Transparency VI- 1-6. 
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III. APPLICATION 



Question: 



Have students ^bntput^ p^j^mtage "b: 
out of their chefeks. l/f^. I 




' ■ -ill 

£ji slai^, and F.I.C.A. taken 



IV. XEjST ' 



Posttest VI-l-l. 



^ SUGGESTED ACTIVITY: 

, ^ Have 8tuden^%^igUi;e\^u^ 
spending? areja.- 



NEXT LESSON: Filling lout 




JLA. 




ch of their tax dollars vent to each 



, State » and Locals Tax Fprms 
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PRETEST - tOSTTEST 
Name the deductions from your pay check. 



Which of these deductions are taxes? 



Where does thle money go? 



What Is the money from taxes used 



Is our tax system^ a fair system? 









> 


P. ' 
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TAXES: A COMRaLSORY PAYMENT OF A PERCENTAGE . 

OF INCOME, PROPERTY VALUE.. ...ETC. 

FOR THE SUPPORT OF GOVERNMENT. 



283 



* U.S. C0lfi|ITUTION'':;|^^^ 

SECTION 'V^ ARTIC]^; X' sfiall have the powei: to' lay ot^^ co:j.lect 



.tax^3, duties, impost . and e^ci^0(^e^^ tb: p^^^ttue 



^ebts and provide for the coomioil deftoi^e^t^^p &enera^ ... 
welfare of the United States: but all duti^^ 

intpost, and excises shall be uniforni^throughbul . ' 

' , ■' ' ^ 

the United States. - * 




Handout VI-1-3 
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I/^-x "-^i- -feV . TAX CLASSIFICATION ' 

^JGKESSIVE: is levied propor£ionately on- the ability of fcti€i;?|||^8on to pay 
(income ta&c). ^ " ^ iT ♦ 

. . ^ ' . : / / • ■ 

REGRESSIVE: is when the taxation rate remains &ie same regardless of the 
ability to pay (estate tax).< 




TYPES OF TAXATION 



DIRECT: is paid directly to the government by the taxpayers. 

INDIRECT: is when t^es are placed on goods and services. 



^87 



COMMUNITY 
DEVaflPMENT 



NATURAL 
RESORCES 



TRANSPORTATION 




HEALTH AND 
WELFARE . 



Ja 

INTERNAL 
AFFAfRS 



INTERES' 
VETERANS 




SPACE ^ RESEARCH 



• V 



: Handout VI- 1-5 
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SUPPLEMENTAL 
TEACHING MATERIALS FOR IWE 
GENERALLY RELATED LESSONS 



Unit VI- 
Leason 1 



BOOKLETS 



Tax Dollars and What They Mean r%6 You , National Research Bureau, Inc., 424 



North 3rd Street, Burlington, Iowa, 52601. 

Taxes and the Public Interests > Conference on Economics Progress, 1001 
Connecticut Avenue, N.W. , Washington, I).C», 20036, 

Teaching Taxes . U.S. Treasury Department, Internal Revenue Service, Washington 
D.C, 202^4. ^ 

<>^^*' , ''^^^^^''^ ■ * * * ■ 

Your Federal Income Tax . U.S. Treasury Dep^artment, Internal Revenue Service, 
Richmond, Vir^nia 23219. * ; ^ ' 

• * ' 

^^FILMS . . . ' 

t^^ jyederal > Taxation . This film analyzes the sources and uses of federal tax 

revenue with en^hasis on defense and the general welfare as authorized 
by the Constitution. 11 minutes, 1966, ^tate. - 

Teaching Taxes . ^ Internal ^Revenue SerN^c^ Richmond, Virginia, 23219. 

* . . ,■ 0 

'PAMPHLETS ^ : * 

/ Understanding Taxes . Publication #21, -internal Revenue Se^ic§, uTT. T?i»sury 
Department. _ *^ " -^^^ ^^i^ 

Ua4|rr standing Taxes . .Teacher's Guide Publication #21, ^Internal Revenue Service 
Washington, D.C., 20000. / Hll " 



TRANSPAREifclES * 



The Income Tax. Set of«20 or more visuals. Visual Product»i>Divi8ion>.v3M Center 
St. "Paul, Minnesota, 55101, request price. ,^ 
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INSTRUCTOR'S LESSON PLAN 
Generally Related Information 



Unit 
Lesson 



VI 



SUBJECT: Filling out Federal/ State, and Local Tax Forms 

OBJECTIVE: The student will be able to properly complete Federal, State, and , 
local tax forms, « 

TEACHING 'AIDS : Overhead projector, opaque projector 

MATERIALS: Understanding Taxes . Publication #21, Internal Revenue Service, 
Washington, D.C. 

TPorms: federal and state income tax and local property tax for 

every student. 
^ Transparencies ' ^ . ^ 

REFERENCES:^ Teacher's Guide for Understanding Taxes , Publication #21, I.R.S. , 
Washington, D.C. 



I. PREPARATION (of the learner) /^j^^. ^ 

Cite a brief case study descrii>&g a man who did not fill out his tax -forma 
properly and as a result did not receive all €he money to 1^^^^^^^ 
entitled. ' 



II. PRESENTATION (of the information) 



INSTRUCT 



lOftAL TOPICS KEY POINTS' (thiogg^^to remember to do o r aay) 



A. Federal Income Tax 
1. Who must file 

When and where to file 
Where to secure forms 
Social Security card 
W-2 .,f orms 



2. 
3. 
4. 
5. 



Fo^s 



Federal Tax Fofms 
1040 with supporting schedules 

1. Exemptions 

2. Deductions 

, 3. Joint return 

State Income TaxiJ^ 

1. Who must file 

2. When and where to file 

3. Where to obtain for|pB 
A. Virginia W-2 forms 



Use Understanding ^xes and discuss. 

4:;- 



Use opaque projector to show forms and 
1^ discuss . p » 



Use opaque pyojecto:? "^tofdihqw forms and 
discuss. ^ 
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II. PRESENTATION (continued) 



INSTRUCTIONAL TOPICS KEY POINTS (thlnga to remember to do or say) 



D. 



E. 



State Tax Forms 

1. Exemptions 

2. Deductions 

3. . Joint return 

Local Tax Forms 
Personal property form 

1. When to file 

2. Where to file 

3. When you must pay 

4. Where to obtain 



Use opaque projector to show forms and 
discuss how to fill out. 



Ask questions and derive answers from 
class. 

List the Items taxable under personal 

property. - ^ 

How Is personal property tax payed? 



E^i^^Wpw to Complete Forms 

1. Procedure 

2. Keep accurate records 

3. Recheck forms for accuracy 
and signature 

4. Must Include W-2 and Virginia 
W-2 forms 



III. APPLICATION 



Have students practice filling out their own tax forms on extra formsVwhlch 
you have provided. 






— 9 






IV. TEST 




1*1 ■ ■ , ■ 




Students properly 


complete tax forms. 

! 















5U6t;ESTED ACTIVITIES: Have students . prepare a bulletin board using the tax 

forms from this lesson. 
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SUPPLEMENTAL 
TEACHING MATERIALS FOR IWE 
GENERALLY RELATED LESSONS 



■ Unit VI 
Lesson 2 



BOOKLETS 

Tax Dollars and What^lJItey Mean to You . National Research Bureau, Inc., 424 
North 3rd Street, Burlington, lowd 52601. ' 

Taxes and the Public Interest , Conf^ence on Econqi^x^c Progress, 1001 — 
Con^iectflcut Avenue^ N.W. ^ .Washin^^n, D.C. 20036. 

Teaching T^^e^^ U, S . ']^'elad&i?y D Revenue Service; Washington, 



Your Federal Income Tax , U.S. Treasury Department, Intei;nal Revenue Service, 
Richmond, Virginia, 23216. ^ 

FILMS ' - 

Federal Taxation . This film analyzes the sources and U9es of federal tax 

revenue with emphasis on defense and the general welfare as authorized by 
the Constitution. 11 minutes, 1966, State. 

Teaching Taxes . Internal Revenue Service, Richmond, Virginia 23219. 



PAMPHLETS ' > . 

Understanding Taxes . Publication #21, , Internal Revenue Service, U.S. Treasury 
Department. 



Understanding Taxes , Teacher's Guide Publication #21, Internal Revenue Service, 
Washington, D.C. 20000. 



TRANSPARENCIES * 

rigpome Tax . Set of 20 or more visuals. Visual Products Division, 3M Center, 
. Paul, Minnesota, 55101. Request price. * • 




IWE I 



' UNIT VII 



BASIC INDUSTRIAL ECONOMICS 



Lesson 1. 
Lesson 2« 
Lesson 3« 



Wages, Prices and Profits in an Industrial Economy 
lIlP Role of Competition in Industry 
Labor Relations 



Devcilloped By 



William Wyatt 
Edward A. AtMns 
Roy M. Billingsby 



Hugh D. Byrd 
Joseph^ D . Dunker 
John B. Moore 
Thomas A* Verbeke 



•jit 
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INSTRUCTOR'S LESSON PIAN 
Generally Related Information 



. Unit VII 
Lesson 1 



SUBJECT: Wages, Pricjes and Prof its in an industrial Economy 

-* ■■ '• 

OBJECTIVE student will be able to explain how prices, wages and profits 
^ -Jfiji^s^ flire determined. 



TEACHING ^Aa!bs : Overhead projector 

MATERIALS: Transparencies ' ^ ' 

^. 

REFERENCES: Principles of Economics , Clifford James. Barnes and Nobles,,. 

New York, New York, 1968. 
• Consumer Economics , Wilhelmis and Helrmer. McGraw-Hill, New York, 

New York, 1963. - . - • . 



r! PREPAfeAtlON (of 



Introduction 

1. - ,How do xpii^ 

2. ' Howndo^ 

3. Of allgtl^^^ 




mer) 



ne the price of a product? 
ariflve at wages? 

you, receive, how much is profit? 




II. PRESENTATION! 



the information) 



INSTRUCT 



TOPICS 



KEY 



POINTS (things to remember J^o do or say) 



A. Prices are determined by: 

1. Material cost ' 

2. Labor cost 

3. Overhead cdst t 

4. Distribution cbst 

5. Supply and demand 

B. Wages are determined by:* " 

1,. Supply and demand of labor 

2. Unions '* \ 

3 . Wage laws 



Ask students what determines prices and 
list factor^^ on the board. 

Refer to Transparency VII-1-1. 



the use of a transparency,, illus- 
trate how supply and demandf of labor, 
unions and wage laws effects wages / 
paid to employee^. ^ 

Refer to Transparency "VII- 1-2. 



ERIC 



.1^ 



ERIC 



. ■. ■ . , • I- 

II., PRESENTATION (continued) 
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' INSTRUCTIONAL TOPICS 



KEY POINTS (things to remember to-do or say) 



C/ 



Profits are determined by: 

1. Competition' - 

2. Supply and demand 



Necessity of Profits 

1. ^^anslon and updating 
of business 

2. Provides for future needs 

3. Incentives 

a. Owner 

b. Investor 

c. Manager 

d. Employees 



Have, students define coriipetltion and 
have a^tbrief discussion of \ Its effect 
on profit: • \V . 

See Transparency VII-1-3. 

See Transparency VII-1-4. 

List .on the board other factors affect** 
, Ing profits: 
^ 1. Labor demands 

2. ^' Market trends ' . " 

3. ^ 'Production cost 

' J, ' 

• Ask: Are proffts necessaty In business 
and If so," why? 

Use transparency to ;IJ.lustrate how 
profits are distributed within a busi- 
ness. . ' ^ ' 

Refer to Transparency VII- 1-5. 



III, APPLICATION ' _ , . 

Select three groups of students. Have one group represent unions, 
the second group represent management , and the third represent' the consumer. 
. By using the role playing technique, ha^e each"^ group bring out problems 
that would affect prices, wages ^ and prbflts, . 



IV.. TEST ^ • ; 

The student will match factors affecting prices, wages an^pvofits. 



» SUGGESTED AGTIVITY: \ " 

1. Stydents will be divided up into small groups with each group^preparing 
and presenting to the, class one of the w^gtf systems iises|;lin industry. ^ 

2. Students can list the othea:^ financial considerations affecting employ- 
ment other thaa wages. * 

^ 3. Student^ compete in Bridge Game, Vll-j^. 



NEXT LESSON: The Role of Competition in Industry 
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WHAT DETERMINES PRICE? 



1. MATERIAL COST 



2. LABOR COST 



3. OVERHEAD COST 



H. DISTRIBUTION 





kJoes T.v. 



mm 



5 . SUPPLY AND DEW^D 



/ 
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WHAT DETERMINES WAG^S ? $$^ 




WAGE LAWS 




SUPPLY AND 
DEMAND FOR 
LAPOR 



ERIC 




UNIONS 



195 



Transparency VIjE;-j;^-'2 

■ »■' 
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PROFITS ARE DETERMINED 

BY. . . 






COMPETITION ! 



ERIC 



Transparency VII-1-3 



196 ^ 



PROFITS ARE DETERMINED BY SUPP^-Y 
AND DEMAND ' 



'} 









=,LOSS 



PRODUCTION 



DEMAND 



» 

(0 

•d 
m 
ft 

ID 
3 
0 

< 

H 
H 
I 

r 








+ 




= PROFIT 



' 0 



THE BRIDGE GAME 



Follow directions on bridge game manufactured hy Training Development 



Center, Sterling Institute. 





200 



Games VJI-1-6 
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SUPi'LEMEOTAL 
TEACIilMG MATERIALS FOR ICT ; 
/GENERALLY REUTED LgSSONS 



Unit: VII 
Lessoti 1 



BOOKS ' / . .. 

Day and Bexa, Money and Income . Oxford University Press, New York,. New York 
1000:^|^ 1960. 

Dood, Kennedy, and Olsen, Appllell Economics . Southwestern Publishing Company, 
Cincinnati, Ohio, 45202, 1962^ ~ 

Feir, Richard, Economics for Everyone titvlng . College Entrance Book Store', 
New York, New York, 10001, 1066. 

Leith and Lumpkins, Economics . U.S.A., McGraw-Hill, 330 West 42nd Street, New 
York, New York, 10001. 

Samuelson, Paul A. , Economics, McGraw-Hill, 330 West; 42nd Street, New York, 
^ New York, 10001/^ ^ ■ , 

ft 

Wllhelms, Heirmer, Jelley and Herbert, Consumer Economics , Gregg Division 
McGraw-Hill, 330 Ueaf: 42nd Street, New York, New York, 10001. 

BOOKLETS • 

American Battle f6r Abundance. A Story, of. Mass Production . General Motors, 
Detroit, Michigan, 48233. ^ 

Industry 's Profits . National Assoclatlbn of Manufacturers, 2 East 48th Street, 
New York, New York, 10001.^, - 



Inflation, It's Cau ses and-Effetts . The Joint Council of Economics EdudJtlon, 
2N^West 46th Street-, New York, New York, 10001. j 

Prices. Profits, and Wages . Chamber of Commerce Industrial Council, 121 South 
Broad Street, Philadelphia,^ Pennsylvania, 19104,1 - ^ 

Profits at Work. The Industrla;! Relafetofis Center., University of Chicago . 
Illinois^ 60607. ^( 

and Price s in an Industrial Economy . National AssociatiyA.of iGnuIacturers , 

2 East 48th Street, New York, New York, 10017. ^ v ^ 

* . *■ " • • 

7 

Films ^ , . ^ 

\ . ^ • 

Economic Growth, National Association of tfanufaftturers. Film Bureau, 277 Park 
< Avenue, New York, New York, 10001.. 
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SUPPLEMENTAL ( 
' * / TEACHING MATERIALS FOR ICT 

/ GENERALLY REUTED LESSONS 



Unil: VII 
Lesson 1 



FILMS (continued) ^ ( . 

Equa tion for Profit , describes the economic growth Involved In moving earth 
and relates these factors to the operation of a lB.5 yard scraper, 20 
minutes, color. General Motors, Bo^ 177, North End Station, Detroit, 
Michigan, 48233. 

Let's Face It. art I . shows the power of consumers over business, covers the \ 
five basic factors of produdtlon. 20 minutes, 1951, State. 

Lpi' a Face It. Part II . stresses cooperation of labor and management; . to iricreaae 
production for their own welfare. Covers job improvement. 16 minutes. 
1951. State. - ' 




INSTRUCTOR'S LESSON PLAN 
Generally Relfited Information 



Unit- 
Lesson 



VII 



S SUBJECT: The Role of Competition in Industry 



OBJECTIVE: The student will be able to list factors -affecting competition. 

The student will be ahle^ to define principal terms related to 
competitipn. 

TEACHING AIDS: Games: High Bid, Monopoly, Acquire 
MATERIALS: Pretest ' (Refer to Pretest. VII- 2-1) 

REFERENCES: Consumer Economics . Wilheljto,, Heirmer, Jelley ancT Herbert, Gregg 
Division, McGraw-Hill, New York, New York, 1963.. 
Principal of Economics ^ Clifford Janjes, Barnes and Nobles, New 
. York, New York, 1968. ' . 



I. PREPARATION (of the learner) 

Introduction 

Pretest (Refer to Preitest VII-2-1) ^ 
Ask the students wha£ is competition *and give some 
types of competition.' 




es of various 



II. PRESENTATION (of the information) 



INSTRUCTIONAL TOPICS 0 KEY POINTS (things to remember to do or say) 



A. Terms to be defined: ^ 

1. Monopoly 

a. Public* 

b. Private 

2. Competition 

3. Normal run 

4. Long run 

5. Copyright 

6. Patent 

' 7. Franchise 

B. Why competition is desirable 
V 1. Efficiency is Increased 

2. Costs are lowered ^ 
dl* 3. Prices are fairer 



Pass out previously prepared list of 
terms. Define and discuses each with 
the class. 

Refer to Handout .VII- 2-2. 

Leading Question: "Should we buy 
foreign cars?" 



Ask the class what are some of the 
advantages and disadvantages of compe- 
tition and list each on the board. 
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l -k. PRESENTATION (continued) 



INSTRUCTIONAL TOPICS 

1 ^ 



KEY POINTS (thlnRB to remember to do or gay) > 

4i{^ List on the board and discuss with the 
class the major elements Involved In 
competition. 

Refet to Handout VlI-2-2/ 

Ask: ShotsU labor get more of the profit? 



0 C. ^at competition Involves 
1. Labor 
2 • • Management 
3. Capital • \ 

V. 4. Materials \ 
* ♦ 5. Prices 
•6. Cost . 
7. Markets 



V 

D. Monopolies 

1. How they originated 

a. Frlvate monopolies 
^ (1) Superior sklll(s) 

(2) Privilege^ 
\ * (3) Ownership^ of 

capital 

(4) Control of 
materials 

(5) Control of pro- 
cesses (patents and 
copyrights) 

b. Public monopolies* 

(t) Owned by the city, 
county, and state 
governments 

(2) Utilities controlled 
(regulate^) by goVerir- 
' mental agencies 

2. Advantages 

a. ' Constimer' 

b . Company 

3. Disadvantages 

a. ' Consumer ' 

b. Company 

.4. Fetors affecting monopoly's 
prices 

a. Uncertainty of demand 
Po8slI)le sul^st^ltutes 
Possible competition 
Fear of public (^avem- 
ment^al control) • 



b. 
c. 
d. 




Provide background Infoijjpiatlon on the 
development of both private and public 
monopolleb. E^)»mples, Xerox, ATT 

Ask: What would happen If th^re were 
no public monopQlles? 

List on the board examples of |iGbllc ^ 
monopolies: ^ " » 

1. Telephone 

2. ^Electric 

3. dks 

4. Water 

List on the board both the advantage? 
and disadvantages of monopolies to ^ 
both the consumer, and company. 



III. '^ APPLICATION 



A. 
B. 



Have the students debate the pros and cons of competition. 

Have the students debate the pros an4_cons. of hjtvlng all telephone 

service controlled by one company. 
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The student will: be asked tp list factory affecting competition"^ and define 
ptrlnclpal teroi related to comp4tltlon. ^ . 



/^(JGQESTED ^JIVltYi Have studetiVs.make up a Hat of examples of all newyjerms 
•f/ V ' used. . Examnie?y monopoly; Ve'pco. 

l^lo I^^SSON : ' ta1>or Relations ^ 



f 



r. 
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Name: ' ' Date: _ 

Instructor: ' ; ^ Perlpd: 



\ Boie' of 



The -l^ogLe'of Competlt|lon In. Industry 



Jnstructlons: Bdied on your knowledge -and e^Cperlences, answer the^ questions 
^* below' to the best ot your ability. 

The section on deflnltlcms^ shou]^ be c.c^pleted as each term 

..^ji*" is covered by the* instructor an^^.- discussed by the class. 

r . ; ' / ^ ' • ^ • « . • • . ' 

r. What is'^competitlbn and* what ,effett does it have -on busj^^ds? 

^ ' ■ • . . ^. - • 

2. List two ^[2) examples of business monopolies. (Public or Private) 



3. What are some of the differences 'between public and private monopolies? 

1 - * 




Pretest VII-2-1 
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4^ 

Name: 

Instructor: , 



^ Date;^. 



Period : 



DiPORTANT TERMS 
DEFINE 



a« Monopoly: 



O { 



b;., eompetition: 



c. Normal RunZr 
Long'Rtm: 
Copyright: 

f. Patent: 

g. FrancAlse: 

c 

h. Labor: 
!• Management 
j. Capital: 
l^. Materials: 



1. Prices: 



Hi 



m. Costs: 



n. .Markets 



Handout VII-2-2 



ERIC 
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^ ^vSUPPLEMEmL 
TE^jl^b M/^TERIALS FOR- ICT 
;G&^£SUi}LT RELATED lisSONS 



Unit ' ~ V|J" 



^esson 



BOOKS 



Wllhejjna, Heinner, Jfelley and Herb,ert , Coaauaer Economics . Gregg Division of 
McGraw-Hill,"' 330 West 42nd Street, New York, New York, lOOOU 



Samuelfaon, Paul A. . Economics . McGraw-Hill, 330 West 42nd Street, New York, 
^ New YoVk, 10001. « 

- / • • . ' ' ' 

-Leith and Lui^kinSj Economics . ' KcGrawHUl , 330 West 42nd Street. New York 
New Yoik, 10001^ . " # ' / . . * 

Attracting and Holdiiig Ciistomers ,^ National Cash Register Company, .Merchants 
' Service, Dayton, Ohio, 45401^, no chfftge. ^ 
/ •■ ^ ^ ^ . ^ 

Competition^ Prices In Action . The Joint Council of Economics Education, 2 
^- West 4^h SS^eet, New York^fe^^ York, 10036, 500.' 

Modem Marketing ^ategy . New American Library » Inc., 1301 New Hain)aiilre, 
Avenue of the Americas, New York, New York,. 10001 » 9 5C. 

Productivity and Production In Industry . Natimial Association of Manufacturers, 
Educational Department, 2 East 48th Str di^M ew York, New YoVk, 10017. 

FILMS 

The Anatomy of Free Enterprise . Thomas and Lincoln, Professors of Economics 
at Claremont Men's College^ trace the powers of the market to reflect the 
free choice of the buyer in what we produce, how we produce it and how we 
distribute it. 20 minutes, 1967, State. 

Competition in Business . This film explores the concept underlying business 
competition and- shows how competition and its key factors^ are basic to our 



free enterprise. 14 minutes, 1966, State. 



Government and the Market . National Association of Manufacturers, Film Bureau, 
^ 277 Park Avenue, New York, New York, 10001. 

♦ 

It's* Everybody's Business . ^ Explains ho5W profits and individual investment creates 
jobs. Stresses the fact that competition ke^eps values high. 22 minutes, ' 
1954, State. ^ ' 

The Story of Wholesale Marketing . This film follows the basic activities of 
one work day at the wholesale product market. Introduces the ^^ementary 
concepts of economics and public health.^ 11 minutes, 1965, State. 



208 



:■ ■> 



SUPPLEMENTAL 
\ TEACHING MATERIALS FOR ICT 
GENERALLY RELATED LESSONS 



FILMS (continued) 



Unit 
.Lesson 



Thlc is Advertising . The importance of competition throughN^dvertising 
Mnutes, 1962, State. \ ^ * •* 

; ■ . . ^ If -i 

J. G/SWES ' 

Hig^^^ld - 3M Company 



Hdhopoly -. Parkej: ^JBrtJthers 
Acquire -> ^JMftTompany 




VII 



27 



A 



ERIC 
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INSTRUCTOR' S LESSON PLAN 
Generally Related Information 



;323 



Unit 
Lesson 



VII, 



SUBJECT : L&bor /Relations 



/ 




and disadvantages o£ flabor/ 



OBJECTIVE: The dpixdent will identify the advantag 
• uni< 

/The /student will be able to identify prlji^ipal terms concerning 
r4 /; 7 ^labor. 



Overhead projector ■ _ /• » 

'HA5^ERtkL^:y Transparencies and organizational chart of AFL-^CIOi/pamphlet entitled 
/ VWhv Unions", Publication #20,. ♦AFL-Cia, Washington,' D.C. " 

///.•• • / ■ , ■ 

S: Management Rights qhd Unioq Interest , Margaret ^K. Chandler, McGraw- 
/ Hill, 1964; - . ~ • 

/ Handbook for Young Workers , Bulletin if271, U.S. Department of *Labor\ 
.U.S. Government Printing Office, Washington, D^C..^, 1965i. . / 

Collective Bargainift)^ . Publication #|36, AFL-CIO, Washington, T^.il 
! 1965. . ' 



/ / 



PREPARATION (of the learner) 

♦ ' . * ,^ • 

Introducticm ^ 

1. ^ Whom do you know who belongs to a union? r 

2. c'5?ou are the boss and your friends are the workers. How do you! 

settle problems? ' r» 

3. How do the workers atnd the boss work together so that they both 
make^ more money? ^ ^ & ^ 



II. PRESENTATION (of the information) 



INSTRUCTIONAL TOPICSf 




KEY POlMK^ (things to remember, to do or Say) 



A. The Union 

1. .Brief history / 
Growth 

Advantages- of , membership 
Accomplishments 
Disadvantages . of membership 
How it functions 
a. Organizations , 
>. Types 

c. Area.dovered 

d. Dues 



2. 

4. 
5. 
6. 



Use ovethead projector: display An.-CIO 
chart and discuss contents with students. 

Illustrate to students by use of trains^ 
par,encles^^ 

Growth -of unions - Transparencyi 
' Craft Unions ^ Transparency Vlij 

What is a union contract? TranS 
VII-3-3. . 




-J 
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II. PRESEOTATION (of the Information) 



INSTRUeTIONAL TOPICS 



KEY POINTS (things to renieinber to do or say) 



B. 



Collective Bargaining 

1. Hov it :f unctions' 

2. Why It functions ^ 

3. Importance of labor 

4. Importance^^ management* 

5. ^Terms T^n' 

. a. Arbitration 

b. Mediation ^ . 

c. «t Open Shop-"Rlght/To Work 

d. Closed shop 

e. NLRB^ 
f • Union shop 

g. Strike 

h. Picket 
1. Boycott 

j. "Cooling off" period 



Illustrate fipd discuss the advantages 

and disadvantages of .collective bargaining. 

Refer' to Transparency VII- ^- 4. 

Relite bargaining tjf labor, management,, 
and the ^consumer bv^ having studeir'ts 
discuss the ef f ect^s they have each 
othel^t I 



V H^ve^tudents of fer advantages \from 
their sjtandpolnt with regards t|?) col- 
.lecrtJj^ bargaining. 

^J^t major terms labor relations on [ 
the board and glve-^brlef definition oft- 
each term. Ask snidents to cltecoxamples 

l^of unions In *the area. 



■6 



III. APPtlCATION 



/ 



1. l^ave the students discuss tfie advantages and disadvantages of unions 
and labor organizations^ In general. / * 

2. Discuss the advantages and disadvantages ot Virginia's' Right to Work 
Law. ; . • --^ o 



IV. TEST: 



A. The students will identify the advantages and disadvantages of un^ns, 

B. The students will match principal' terjns concerning labbr with their 
definitions. 



SUGGESTED ACTI5(ITY: 



A. Bring In local qnlon and management offlolals to discuss labor.unlons. 
». Have a role playing problem between the fcoss and the workers concerning 
wage-time per day;, week-end work. . 



NEXT LESSON: Money , and. Baking and Consumer Law^ 



21 !• 
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GROWTH OF MEMBERSHIP IN 
LABOR ORGANfe/mdNS^ 




1910 I920H 19^^ 1950 1965 

Transparency VII- 3-1 

212 r 
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r 



^RAFT UNIONS 

Rfpk 



OBGANjZED BY TYPtOF WORK PERFORMED 




MACHINISTS' m\6H 



ELECTRICIAN^ UNI 



il^ 



CARPENTERS' UNION 



PLUMBERS' UNION 



BRICK MASONS' UNION 

i4 __ 



UNSKILLED LABORERS' UNION 



BASIS OF AFL-CIO 



Transparency VII-3-2 
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WHAT IS IN A UNION CONTRACT? 





Transparency VII- 3- 3 
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collective: pargaining 

HAS BRbUGIHt\.> 
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HIGH^ WAGES 





ORTER HOURS 




ORDERLY 
RIEVANCE 
PROCEDURES 




I'LL Srtc>w 
you WHO 

606SII 




VACATIONS 
WITH PAY 



Transparency VII-3-4 



ERIC 



215 



y 333 



SUPPLEMENTAL ^ 
TEACHING MATERIALS FOR IWE 
GENERALLY RELATED LESIONS ^ 




S \ -S: Lesson 



' Unit VII 



Black, James.', Developing Competent Siibordlnateg * American Management 
Association, 1515 , Broadway, New Yo^ New York, 10001, 1961. 

Blpom, Gordon, F., Econoiiilcs of Labor Relations ,i Irwjp. Press, Homewood, Illlnola, 
-60430, 1965. ' / ^ ' 

Chandler , Margaret K. , . Management Rights and Unlon^^n teres ts . McGraw-Hill , . 
330 West, 42nd Street, New York, New York, 10001, 19«4. 

Galenson, Walter , Labor and Trade Unionism . WilW, New York. New Yorkl 10001, 
1960. ~ ~ ~ ■ * J 

Gitlow, Abraham> Labor and Industrial Society. Irwin Press, Homewood, Illinois 
£ 60430, 1963. 



1 

., IlBgsonnel 



Johnson, Ross all, l^sonnel and Industrial Relations . Irwin Press, Homewood, # 
Illinois, 60430, 1960. 

Kerr, Clark, Labor and Management in Industrial Society. Anchor Brooks, Garden 
City, New York, 11530, 1964. 

Owens, Williams, Labor Relations . Appleton-Crof t , New York, New York, .IdOOl, 
1964. ' ^ ^ 

Reynolds, Lloy<^ Labor Economics and Labor Relations . Prentice-Hall, Englewood 
Cliffs, New York, 07631, 1964. 

Selekman, Benjamin, Problems in Labor KelatAons . McGraw-Hill, 330 West 42nd 
Street, New York, lOOOl, 1964. 

Vollmer, Howard M. , Employee Rights and the' Employment Relationship. Institute 
of Labor Relations, University of California, Berkeley ,\ California, 97400, 
1960. 

V 

BOOKLETS ^ ' 

AFL-CIO Code of Ethical Practices > AFL-CtO Department of Publications, Pamphlet 
Division, 815-16th Street, N.W. , Washington, D.C., 20006. 

Labor in Learning . University of California, Los Angeles, California, 9244 
S ocial Science , Building , 90024 . 

Compulsory Arbitration . National Association bf Manufacturers, 2 East 48th 
Street, New York, New York, 10017. 
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SUPPLEMENTAL 
- TEACHING MATERIALS FOR. IWE 
GENERALLY RELATED LESSONS ' 



'Unlt^ VII ^ 
' Lesson 3 



BOOKLETS (contlnue^d) 



A Short. History of Labor . William Stull.^.E. Coordinator, Bentjon Harbor High 
School, Benton Harbor, Michigan, 4902^ . ■ ' • 

Why Unions? AFL-CIO, I^artm^nt of Publications, lis-lSeth Street, Ifashlngton. 
D.C., 20000, PubllcatlcwefJUW ^ ■' ' 




What Organized Labor Ex pects oT^^t^ ^nt. .Yfatlonal Association of Manufactur- 

^6rk^ 



ers, 2 East 48th Street, New Y6rk, NeW YSik; lOOOW 



^°o?f o?! AFL-CIO, '-Publication #2Q, AFL-Cjb,VDepartmVt of Publications, 
815-ai6th Street, Washington, D.C. , 20000.'^ 



FILMS 



The Grievance. Illustrates and explains the relationship between union and 
I management. 16<^, 30 minutes, 1968, CAhadlan- Embassy, 1746 Massachusetts 
JAvenue, Washington, D.C, 20000. 

The Rise of Organized Labor.. This film presents thfe 'eagential facts relatli«i/ 
to the rise of organized ^.abor with special emphaals on the conditfons and 
organizations which contributed to the present labor movement. 18 Minutes. 
1960, State. M \ 

/The. Structure of Unions . A cartoon describing the organization of labor unions 
/ today. ^ 11 minutes. Business Education FlLus, Brooklyn, NewYorTc, 11201. 

It "a Everybody's Busliyss . Illustrates how freedoms guaranteed by the Constltu- 
^tlon have enabled American business and labor to outproduce the world. 22 
minutes, 1954, State. 

/ — — 




ERIC 



217 



IWE - I 



UNIT VIII 



MONEY MANAGEMENT AND BANKING 



Lesson Managing Money , 

Lesson 2. Using Bank Serylces 

Lesson 3. Using Your Checking Account 



J 



! 



Developed by 
J. D. Dunker 
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INSTRUCTOR'S LESSON PLAN 
Generally Related Information ^ 

, Unit VIII 

Lesson 1 

SUBJECT: Managing Money 

.OBJECTIVES: The student will be able to identify reasons for preparing a 
budget. 

The student will be able to identify the information needed to 
prepare a budget, ' , 

./The student will be able to plan a program of spending* 

TEACHING AIDS: Overhead ..projector , pretest, 16 MM projector 

MATERIALS: Transparencl^a, handouts, pretest, film: Beginning Responsibility : 
Using Money Wisely , 11 minutes, Virginia State Department of 
Education. Game of Life, Milton Bradley Company, Springfield, 
Massachusetts. 

REFERENCES: Succeeding in the World of Work .. McKnight and McKnight Publishing 
Coii5>any, 1970, JBloomlngton, Illinois. 



I. PREPARATION (for the learner) 

Pretest (Refer to Pretest VIII- 1-1) 

Have students prepare their own budget on $350 per month. Then discuss. 



II. PRESENTATION (of the information) 



B. 



INSTR UCTIONAL TOPICS 

What is a budget? 

(Spending plan for managing 
money;) 



KEY POINTS (things to remember to do or say) 



Refer- to Handouts VIII- 1-2, VIII- 1-3 
and discuss with class to -determine- 
what a budget actually is. 



Why have a budget? 

1. It will force you tp estab- 
lish goals in using your 
money. 

2. It will hel]^^you live on 
the money yoti earn. 

3. Helps eliminate wasteful 
habits of spending mioney. 

4» Helps achieve long-range 
goals • 

5. Helps develop ability ^n 
money management. 



Refer to Transparencies VIII-1-5 
and VIII- 1-6. 

Show film. Beginning Responsibility ; 
Using Money Wisely . 
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II, PRESENTATION (continued) 



KEY POINTS (things to remember to do or aay) 



INSTRUCTIONAL TOPICS 



the Basis of your budget. 
1. , Income 
2 • Expenses 

a. Future fixed expenses 

b. Future flexible expenses 

c. Dally expenses 



STRESS : Income Is take home pay. 
Show how to estimate yearly Income. 
List future fixed expenses. 
Reefer to Hjfitfiidout VIII-l-?. 
List -future flexible expenses. 
Refer to Handout VIII- 1-8. 
List dally expenses. 
Refer to Handout VIII- 1-9. 



III. APPLICATION 

Prepare a personal budget. Refer to Handout VIII- 1-10. 



SUGGESTED ACTIVITIES: * 
» 

Discuss Chapter 8 In Succeeding In the World of Work . 

Discuss budgeting with your parents and find out what procedures they use 
In their spending plan. . ' 
Game of tlfe (student participation). 

r 

NEXT LESSON: Using Bank Services 
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PRETEST 
Managing Money 



339 



True or False. Circle one. . , ^ 

T F 1. A budget is a systematic^ means of planning, the spending of 

- income so as' to gain the maximum amount of satisfaction from it« 

T F 2. The percentage of outlay for clothing is approximately the^ 

same, whatever the income. :i 



F 3. If your income is small, you should not consider a biiJl^et. 



/ 



T F 4. Extra income such as gifts should not be incljuded in your 

budget.. 

■■■ ' - . ■■ ■ . , - ■ ■ ^. 

T\ F 5. A budget should include the money that you are planning to 
save for the future. 



ERIC 



Pretest VIII-1-1 



I 
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Managing Money 
Connie Martin 



if 



Connie\Martin is 16 years old and a junior at Washington High School. She 
lives wlthm a few blocks of the school with her father anS mother, Fred and 
Majorie Martin; her brother, Larry; and her sister, Linda. Larry is. 14 years 
old and a frteshman at Washington. Both Connie and Larry walk to sthool each 
day. Linda\ attends Lincoln School which is eight blocks from their home on 
West SycamoreA^St 

Fred Martra is a ca^enter. Bad weat€fer and strikes have caused Fred to 
lose considerable work time the last three years, and the family has found it 
necessary to adjust the budget several times. 

Connie ha^ bc^n given a small allowance for school supplies and clothing. 
Any^xtra mone^ Connie has for luxuries and entertainment must come from her 
own earning?. Sh6 n^as been earning and saving some of her money for the last 
two years. \ Conike \mderstands that the family financial picture is not too 
bright at Che presez^t time and that she will need to be responsible for herself 
after gradua^^ ^oiii high school. - * 

Connie has studiea\^ the occupations that are available to yoxmg women, and 
cosmetology appears^^to 1>e very interesting. Connie's friend, Jane, has an 
older sister who is a licensed cosmetologist; and Connie enjoys visiting her' 
shop. 

After discussing future gpals vitlt'^he^ school counselor, her mother and 
father, and with her friends, Copsaie has decided to take a cosmetology course 
after graduating. 

«> 

The cost of a cosmetology course is about $800. Connie has started saving 
one-lfalf of the money she earns working at the public library three hours after 
school each day. ►With the additional money Connie makes baby-sitting, she eic- 
pects to have the $800 saved before graduation. Is this a realistic goal? 



Handout VIII-1-2 
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' * Mflinagifig Money 

- ^ ■ . . . •/ 

Helen Lane 

■ . • 

Helen Lane had always wanted tQ^i^ecome a secretary. Even as a high sihool 
freshroan, she had Informed her typing teacher of ^lans to become a legal secre- 
tary. Helen lived with her parents on a large ranch In Kansas. Helen's mother 
encouraged her to prepa:re folf secretarial work by attending the Northern Area 
Vocational School.. \% * 

The Idea of leaving the ranch where she had lived all her life to llv^lii 

a small apartment was ftlghtei^lng to He^len, who had graduated from the small 

Madison County JRural High School last June. Only Helen's strong determination 
dould force hex: into this new level of responsibility wh^re she would need, to * 
.be completely independent.^ ' 

^r^ ' • ' ' ■ 

Helen found a smail apai^tment about five blocks from the school. She se- 
'lected tfte apartment on Mapi^ Street because ^it was about equal distaxice tp 
the shopping center and to the school.^ tt was very important to liVe near the 
shopping center since Helen didn't want to be bothered with a car. A, shopplnjg 
center with a bank, a ntimher of stores, and a restaurant would serve her needs 
quite well. The apartmisht was furnished with Just about everything a student 
would need in furditure; ahd in appliances. Helen enjoyed* entertaining the stu- 
dents in her class by (Rooking special dishes, /^t ^ 



3 ^^1 



After four months.' of managing her affairs, p^len found she was quite capa- 
able at managing a budget, buying food and clothing, and maintaining the apart- 
ment. ^ Her mother ahd father were proud of the ability she displayed. 

» ' [. /■ ' 

Managing for herself »was easy for Helen because she had had practice. Her 
mother and father had encouraged self reliance. Helen had also received instruc- 
tion which bui'l^^er confidence. The study of consumer' education in homemaking 
classes had been very useful, as was the study of budgeting in high. school busi- 
ness courses. Helen's siirc^ess was, partly because she knew how to ^lan. Helen 
not only knew how to keep accounts; she knew how to be a good consumer. The 
allowance Helen's father sent her each month was more than adequate. ^ ^ - 



Handout VIII-1-3 
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Managing Money 
Phil and Mary Kirby 

Phil and Mary Kii^by had wanted to buy their own home for several years. 
Only recently had they been able to' save enough money for a down payment on 
a new home in the North Hill aiddition. Phil and Mary had been married for 
six yearsrf Phil, who 'is> 29, liked to live in the three room apartment on. 



Tenth Street because^,^i^w6S close to the plant where he worked. 



Mary, "who is a nurse, had worked at the Memorial Hospital for the first ^ 
\three.years after marriage. Now that Bruce, their two-year-old son, needed; ! ' 
ifiortfroom to^ play, th^y were anxious to find a small ^ome* Six months ago 
fche^ found a ^all, three bedroom home on Kennedy Street in North Hills. * 
liic- planning for selecting, financing, and contracting for the house was done 
yer a nxnnber of months. With Phil's latest raise in salary, they were sure 
that they could pay off^the mortgage in twenty years. * 

\ After Phil and Mary had reviewed their budget plan several times, they 
visited Mr. Jones at the First National Bank. He reviewed their financial 
situWion and recommended that they pay no more than $175 perj month on house 
payments. He also recommended ^at .they be given a loan and promised to help 
in appraising the property. ^--^^ 

little house on Kennedy * Street was the best they could find to fit 
their particular needs and still be within their financial range. A check 
list to\l&ie used in buying a house was furnished by their bank. According to 
the check\list, it appeared the house had a good location for their needs. 
A school was within five blocks, and the neighborhood appeared to be quiet, 
_with few bilsy streets. Most of the houses in the addition were less than 
three years\old and were occupied by young families. The exterior of the 
house was in good condition, newly painted and well landscaped. 

The interior of the house also was in good condition, but a little paint- 
ing was needed before occupancy. The room arrangement was satisfactory J all 
equipment and.\ appliances were a good brand and were nearly new. 

Phil and Mary like the house even more after moving in four months ago.* 
The payments of \ $160 per month were not easy to make; so a number of cfits in 
spending had to be made. The family budget for recreation was reduced by ^ 
dropping their jnembership in the country club. It would not be possible to 
pay dues each. month as they had before. After three monthly pajnments were 
paid, it seemed that by using savings for a 20% down pajnment and using :25% of 
their earnings based on an average of the last three years, Phil and Mary 
would not be ovetbjardened with their pajnments. They had shown considerable 
responsibility in planning and buying of their first home. 

* s ■ 

Phil and Mary acted wisely in managing their money. First, t^iey saved 
enough money to make a good down payment. Second, they planned their spending 
and selected a house within their f inancial-'ability. Responsibility in finan- 
cial matters is extremely important to the young family. 

Handout VIII- 1-4 
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IT IS IMPORTANT TO LIVE WtTHJN ONE S M 



iIans 




don't buy this— 




WHEN THIS IS WHAT YOU 
CAN AFFORD! 



Transparency VIII-1-6 
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Managing Money 
Fixed Expenses 



a 



Taxes 

F6deral Income tax 
State income tax 
Property tax 



Monthly Rent or Mortgage Payments 



•Utilities 

Telephone 
Gas 

Electricity 

Water 

Fuel 



Insurance 
Life 

Health and accident 

Hospitalization 

Fire and theft 

Automobile 

Property — Personal 
Social security 
Others 



InvestmiBnts Toward Retirement 



Union Dues 



Regular-^ Payments 

Interest on* loans 

On furniture or equipment 

On car 

Christmas Club 



Car LlcensiBS — State and City 
Sobool Tuition. Textbooks and Fees 



Handout VIII- 1-7 
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Managing Honmy 
Futura Flexlbla Budgat Itaaa 

Clothing 

Home FurnlshlnRS and Household Egulimant~ lncludlng repairs 

Home IgpWovement — Including equipment and repairs 

Contributions ' * 

Church , 
Charities 
Civic Groups 
Professional Groups 

• Fraternal Groups ./ / 

Social Clubs 

Annual Subscriptions 
Magazines 
/ Papers 

Medical and Dental Care~ not covered by Insurance, Including medicines 




Entertainment — Including hobbleSf unless Included under personal allowances or 
day-to-day expenses 



Gifts 

Birthdays 

Wedding and Anniversaries 
. _ _ (3\r^i8t;ma§ , ^ _ 

Babies 
Gradtiatlon 



Cushion — for the unexpected and emergencies 



^ Handout VIII-1-8 
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Managing Monay 
Day-to-Day Living Coats 



Car Upkeep and Tranaportatlon 



Entertainment 

Extra food. Stereo tapes or records 

Travel Movies 

Bowling Sports 

Dating Hobbles 

Parties 



Family Personals 
Toothpaste 
First Aid 
Shaving Supplies 
Cosmetics 



Food 



Meals Eaten at Home 
Meals Eaten out 



Household Help (Future) 
Care of House 
Care otf Yard 
Care ^i Baby 



Laundry; Dry Cleaning; Clothing Repairs 
Stationery, Postage^ Newspapers 
Clothing. Shoes 




Managing Money 



A Trial Plan 



For one 



For one 



Income: 

Subtract Future Fixed Expenses 


budget period 


year 


Balance : 

Subtract Future Flexible Expenses 






Balance: 


Balance: 

Subtract Day-to-Day LivinR Costs 


• 




Savings For Goals 


/ 


< 



i 



Handout VIII-l-lO 
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- SUPPLEMENTAL 
TEACHING MATERIALS EOR IWE 
GENERALLY RELATED LESSONS < 

I Uni t VIII 

Lesson I 




BOOKS \ 

Day and Beza, Money and Income . New York:' Oxford U. Press, 1©60. 

Dodd, Kennedy and Olsen, Applied Economlc8 . Cincinnati, Ohio: Southwestern 
Publishing Company, 1962. \ 

Feir, Richard, EconomlcB for Everyday Living , New York: Collegte Entrance 
, Book Co. , 1966N. 

Leith and Lumpkin. EconomicB . ^^c^^^tt^ i i York, New York. 

Samuelson, Paul A., Economics . McGr^pw-HiU, Nev York, Nev York. 



^ Wilhelms, Heirmer, Jelley and Herbert, Consumer Economics . McGraw-Hill, New 
York, New York. 



BOOKLETS , 

Coins and Currency . Federal Reserve Bank of New York, 33 Liberty Street, New 
York, New York, 10045. . 

4 

Facts Abo ut U.S. Money . U.S. Treasury Departiaent, Office of Information, Wash- 
ington, D.C., 20224 (free). 

Fundamental Facts About U.S. Money . Federal Reserve Bank of Atlanta Bank and 
Public Services Department, Atlanta, -s^rgla, 30304. 

How Much is Your Money -WortSh ? William Frederick Press, 55 East 16th Street, 
New York, New York, 20028, Xc. 

Keeping Our Money Healthy . Federal Reserve Bank of New York. 

Let's Learn Money . Virginia Bankers Association, Box 462, Richmond, Virginia 
23203. .1 

^ The tferst ^ry of Money . National Research Bureau, Inc., 424 North 3rd Street, 
Burlington, Iowa, 52601. 

Open Market Operations . Federal Reserve Bank of New York PiAllc Information, 
Federal Reserve, P.O. Station, New York, New York, 10045 (free). 

What Interest Does for You . National Research Bureau, Inc., (free). 424 North 
3rd Street, Burlington, Iowa, 52601. 

What is Money? Virginia Bankers Association, Box 462, Rlchta^nd, Virginia, 23203. 
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SUPPLEMENTAL 
TEACHING MMftRIALS FOR IWE 
6ENBBALLY RELATED LESSONS 



Unit VHI 



Lesson -1 

BOOKLETS (continued) ^ 

^ Planning Financial Security for the Family . Extension Division, Cooperative 
Extension Service, Virginia PqjLytechnic Institute and Stdte University, 
Blacksburg, Virginia, 24061. / | 

Managing Your Money . Literary Cavalcade, 902 Sylvan Avenue, Englewood Cliffs, 
New Jersey, 07632. 

PAMPHLETS 

A.B.A. Film Guide . Lists 134 films on various aspects of banking. American 
Banking Association. 

Our^ Money System . Comet Company, 65 East South Water Street, Chicago, Illinois. 

-t- . « ■ 

Understanding the Dollar . How money changes in value and the effect of this 
change on our economic sySitem. 11 minutes, 1966, State. 

What is Money ? Follows the daily Journey of a«^ bill through many transactions. 
11 minutes, 1947, State. 

^^^^ 

Modems Make Money Behave . Education Division, Institute of Life Insurance, 
New York, New York, 10001. 
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INSTRUCTOR'S LESSON PLAN 
^ Generally Related Information 

• . . ^ Uni t VIII 

» Lesso n 2 

. SUBJECT: Using Bank Services ^ 

OBJECTIVES: Students wlll^be able to discuss and explain the various services 
available to them at their bank^ 

Students will be able to discuss the functions of a b"knk and the 
different types of banks. 

TEACHING AIDS: Overhead projector, opaque projector, 16 MM projector 

MATERIALS: Transparencies; booklet, "How to do Your Banking," avalUble from 
Bank Marketing Associates, Box 2985, Rlchnond, Virginia, 23235, or 
from local bank; outplde speaker from local bank; handouts; film, 
Fred Meets a Ranfc^ Virginia State Department of Education. 

^^^^^C^S: Succeeding in the World of Work. McKnight McKnlght Publishing 
Company, 1970, Bloomington, Illinois. ^ 



I. PREPARATION (of the learner) ' ^ 

Bring in news item on bank robbery. -Stimulate from this a discussion of 
banks in general and lead students to a discussion of the usefulness of 
' banks. 



II. PRESENTATION (of the information) 



INSTRUCTIONAL TOPICS KE Y POINTS (thtni ^s to remembpr to do or sav) 



B. 



What is money? 

1. Medium of exchange. 

2. Unit of value 

3. Means of future payment 

4. Storehouse of value 

What is a bank's function? 

Specializes in the transfer 
• of money and credit. 



Point out that motiey has certain functions. 
Refer to Transparency VIII-2-1. 
Show functions of money. 

Refer to Transparencies VlIIi2-2, VIII-2-3. 
VIII-2-4. ^ / 

v' 

Show film, Fred Meeta a Bank . 
Point out a bank's function. _ ^ 

^ 1. Beceives deposited of money subject 
to withdrawal on demand. 

2. Makes loans to customers. 

3. Pays Interest^ to dep^itors; 

4. Invests money. 
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II. PRESENTATION (continued) 



INSTRUCTIONAL TOPICS 



KEY POINTS (things to remember to do or sav) 



What types of banks are there? 

1. Commercial 

2. Savings and loans 

3. Triist company^ 

4. Credit unions 



D. Services offered by banks 
!• Checking accounts 



2. Savings accounts 



3. . Loans 

a. Personal Installment 

b. Installment 

c. Home ImprovemenjC: 

d. Education 

e. Collateral 

f. Mortgage 

4. Safety deposit box 



5. Trust. 

6. Offers substitutes for cash 



Point out that a commercial bank receives 
deposits of money and loans money. 
A savings and loan association also 
accepts deposits for money and loans to 
business and Industry as their primary 
loans. A trust company handles estates 
of deceased persons. Saving are Insured. 



Ask; 



Ask'f 



Point 
I. 
2. 
3. 

Ask: 

Bring 



What are some services offered by 
banks? 

What Is purpose of a checking 
account? (Mention that you will go 
Into more detail latet.) 
out types of savings accounts. 
Passbook 

Savings certificates 

Christmas club 
What Is another name for a savings 
account? (time deposit) 
In outside speaker .from local bank. 



Ask: 



Ask: 
1. 



2. 



3. 



4. 



5. 



What Is a safety deposit box used 
for? (Refer to Transparency 
VIII- 2-5.) 

What are some substitutes for cash? 
Personal checks (Refer to Tran- 
sparency VIII- 2-6.) 
Certified checks (Refer to Tran- 
sparency VIII- 2-7.) 
Cashier's check (Refer to 
Transparency VIII-2-8.) 
Bank csifd services (Refer to 
Transparency VIII- 2-9.:) 
Travelers' checks. 



III. APPLICATION 



A. Student discussion centered about when they might use the various bank 
services. 

B. Invite speaker to talk to students about what b^nks can offer young 
people. 
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IV. TEST 

Give a brief description or explanation of the services available from the 
bank. 

^ [ ^ [ ^ 

SUGGESTED ACTIVITIES: Students open their own savings account. 
NEXT LESSON: Using Your Checking Account \ 




Transparency VIII-2-1 



HOW MANY HOURS OF* WORK 
DOES A MOTORCYCLE REPRESENT? 




MONEY IS A UNIT OF VALUE $$$ 



Transparency VIII-2-2 
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A MEANS OF FUTURE StMENT 




Transparency VIII-2-3 
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SAFETY DEPOSIT BOX 

A PLACE TO STORE YOUR VALUABLES ® 
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PERSONAL CHECK 



ARNOLD E. SAUNDERS 
MARY A. SAUNDERS 

1204 MOORE STREET 

Anywhere. U. S. A. 12345. 



DATE- 



PAY TO THE 
ORDER OF 



! 

L 



BANK "^mme^ 

XOWIM AND QT/VTE 



FOR 



SAMPLE CHECK 
DO NOT CASH 




/ - 

4 



241 



Transparency VIII-2-6 



CERTIFIED CHECK 
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BANK CARD SERVICES 



Master Charge* 




mm 



^SmSmwf 


MNQMUnONNO. 


mm 


Off Kim. 











*Mastpr Charge supplied courtesy of BankVirginia Credit Card Company, Richmond, VA 
23260 • i 



BANKAMERICARD** 



A 



TRANSACTION CONFtRMCD AND DRAFT ACCEPTED 

X 



ACCEPTOR SIGN HERE (aftcn rcading impoitant message 



179404 



CASH ADVANCE 
DRAFT 



AUTHORIZCD CODE 



APPROVING OFFICER SIGNATURE 



EMPLOYED BY 



HOME ADDRESS 



PURPOSE 



IDENTIFICATION 



lAAPQKTANT 25 days fram demond acceptor shall poy ta holder pi Ihfs instrument 




the sum shown. A cosh advance fee (as previously notified) moy be charged lo your 
occount. The coih odvonce fee will be .shown on your monthly tfcitenfient and is not 
refundflbTeT 



Deferred balonces ore subject to the regular monthly finorKe charge. 



ERIC 



**BANKAMERICARD supplied courtesy of BankAmerica Service Corgs^tion, San 
Francisco, California 94104 . Transpare;[icy VIII~2-9 
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SUPPLEMENTAL 
TEACHING MATERIALS FOR IWe' 
GENERALLY RELATED LESSONS 



Unit VIII 



Lesso n 2 

BOOKS ■ K 

Day and Beza, Money and Income . New York: Oxford^U. Press, I960. 

Dodd, Kennedy and Olsen, Applied Economics . Cincinnati, Ohio: Southwestern 
Publishing Company, 1962. 4 

Felr, Richard, Economics for Everyday Living . New York: College Entrance Book 
. Company, 1966. 

Lelth and Lumpkin, Economics. McGraw-Hill, New York, New York. 

Samuelson, Paul A., Economics , McGraw-Hill, New York, New York.' 

W:ilhelms, Helxrmer, Jelley, and Herbert, Consumer Economics , McGraw-Hill, New 
York, New York. 

BOOKLETS 

How to Get Help^ When you Invest . .James Kreeger and Company, 1625 Eye Street, 
N.W. , Washington, D.C. , 20006. 

Money and Banking— Our Everyday Living . American Bankers Association Banking 
Education Committee, 12 East 36th Street, New York, New York, 10016 

The Story of American Banking . American Bankers Association, Box 462, Richmond, 
Virginia, 23203. 

Using Bank Services . American Bankers Association or Virginia Bankers Association 
P.O. Box 462, Richmond, Virginia, 23203 

You and Your Bank . Channlng L. Bete Co.,, Inc., Greenfield, Massachusetts, 01301. 

You and Your Money . Virginia Bankers Association, Box 462, Richmond, Virginia, 
23203. • 

You, Money and Prosperity . American Bankers Association, Box 462, Richmond, 
Virginia, 23203. ^ 

Your Money . .^National S^fhools'lComnrf.ttee for Economic Education, Inc., One Park 
Avenue, Old Greenwich^ Connecticut, 06870. 

What Is a Bank ? Virginia Bankers Association, Box 462, Richmond, Virginia, 23203. 
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SUPPLEMENTAL 
TEACHING MATERIALS FOR IWE 
GENERALLY RELATED LESSONS 

» Unit VIII 



Lesson 2 

FILMS . ' . 

i 

Banks and Credit . Shows how your transactions relate to bank's extensions of 
credit. 10 minutes, $2.50, Business Education films. 16th Avenue, 
Brooklyn, New York. 

/ 

Federal Reserve System . Shows what happened during the panic of 1917 and the 
part Woodrow Wilson and Carter Glass played in 1912-13 in instituting the 
Federal Reserve System. 20 minutes. State. ° > ? 

The Role of the Commercial Banking System . Virginia Bankers Association, 
^ Box 462, Richmond, Virginia, 23203. 

^ You and Your Money . Cartoon o£ how money circulars and makes possible the 
ready exchange of goods and services. 12 minutes. State. 

PAMPHLETS 

The Federal Reserve at Work . Virginia Bankers Association, Box 462, Richmond, 
Virginia, 23203. v 

The Federal Reserve System . Federal Reserve Bank of Atlanta, Atlanta. Georfia, 
30304. - 




i 



Personal Moiig^nHan'a'gement . Savings Division, American Banking Association, 
New^tJirk, New York. 

The Story of American Banking . Savings Division, American Banking Association, 
New York, New Yoirk. 

. - 

What is a Bank ? \Urginia Bankers Association, Box 462, Richmond, Virginia, 
23203. 



TRANSPARENCIES 

About Money and Banking , 16 page booklet, 2 colors (for making own transparencies) 
Channing L. Bete Company, 75<?. 
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INSTRUCTOR'S LESSON PLAN 
Generally B^elated Information 

V 

Unit VIII 



' Lesso n 3 

SUBJECT: Using Your Checking Account 

OBJECTIVES: The student will be able to discuss the benefits of a checking 
account. 

The student will be able to properly write a check. 
The student will be able to reconcile a bank statement. 

TEACHING AIDS: Overhead projector, opaque projector, blackboard, 16 MM projector 

MATERIALS: Transparencies; handouts; sanqjle check register and chec)cs, booklet. 
The Story of Checks / available from Federal Reserve Bank of New York, 
33 Liberty Street, New York, New York, 10045; film "The Story of a 
Check", 13 minutes, available from Virginia State Department of 
Education. 

REFERENCES: Succeeding in the World of Work . McKnight and McKnight Publishing 

Company, 1970, Bloomington, Illinois. \ 



I. PREPARATION (of the learner) * 

Bring to class, play money in one hand and blank checks in the other. Offer 
both to class. Stimulate a discuss on which one students would prefer to 
have and use. 



II. PRESENTAt^ON Cof the information) 



INSTRUCTIONAL TOPICS 



KEY POINTS (things to remember to do or say) 



A. Advantages of your Checking 
Account 

1. Substitute for money which 
can be sent thrcmgh mail. 

2. Canceled checks are receipt 
of payment, 

3. Not necessary to carry large 
amounts of money on your . 
person. 

4. Accurate record of where your 
money is spent. 



Point out that checks can serve as re- 
ceipts for tax purposes. 



Show film. The Story of a Check . 



\ 
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II, PRESENTATION (continued) 



INSTRUCTIONAL TOPICS 



KEY POINTS (things to remember to do or say) 



B* Opening a Checking Account 

1* Types of checking accounts 
a. Individual 
b • Joint 
c. Partnership 
d* Corporation 



C. Writing a Check 

Information for register 

a. Check number 

b . Date 

c. Name of payee % 

d. ^ Amount of check 
e • Balance 



Ask: How do you go about opening a 

checking account? 
List on board procedure jLnvolved. 

1. Visit bank of your choice. Intro- 
duce yourself to an officer of the 
bank. He will usually direct you 
to the person who opens accounts. 

2. Sign signature card; use signature 
you will use on all checks you write. 
Refer to Transparency VIII- 3-1. 

3. Fill out deposit slip. Refer to. 
Transparency VIII- 3-2. 

Point out differences between Individual 
and joint checking accounts. Stress 
Importance of having Joint account as 
Mr. OR Mrs. 

Refer to Handout VIII-3-3. 



D. Information on Check 

1. Date 

2. Payee 

3. Amountf In numbers 

4. Amount In words 

5. Signature 



■Refer to Handout VIII-3-4. 
Refer to Transparency VIII-3-5. 

Begin at $ sign. 

Begin at left and space words closely. 



E. Endorsements 
!• Blank 

2. Restrictive 
Special 

F. Reconciling Your Checking 
Account 

1. Bank Statement 

a. Returned canceled checks 

b. Beginning and ending 
monthly balances. 

2. Balancing Your Checkbook 

a. Sort checks numerically. 

b. Check off In check regis- 
ter each of checks written 
and paid by bank. 

c. List checks written but 
not returned on back of 
'Statement. 

d. Reconcile ^our account. 



Refer to Transparency VIII-3-6, VIII- 3-7, 
and VIII- 3-8. 



Point out what Is Included, and ask how 
It relates to balancing your checking 
account. 

Refer to Transparency VIII-3-9. 

Ask: How should one balance his check- 
book? 

Refer to Handout VIII-3-3. 



Refer to Handout VIII-3-10. 
Refer to Transparency VIII- 3-11. 
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III. APPLICATION 

Have students properly write a check, enter information in check register 
and reconcile bank statement, using handouts. 



IV. TEST 



Explain the procedure for opening a checking accbunt. 
List types of endorsements and explain. 
Properly write a check. 
Reconcile an account. 



SUGGESTED ACTIVITIES: 

Read "The Story of Checks". 

Discuss Chapter 12 in Succeeding in the World of Work . 
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RICNA'niKK CAKDS 



NAME • 



SOC. SEC. NO.. 



CHECKING 



ACCT.NO. 



DATE 



(SEAL) 



ADDRESS 



EMPLOYMENT 



AMOUNT 



PHONE 

This account it accaptad by Flm National Bank of ChriatbuMburg subiact to tha provitiona 
ttatad on tha raMana ikla of «tla fiA^Abcva ara tha duly authorizad tignaturat iMfilch tha 
bank vwlll raoegniia in tha pay n ant /it iMnd* ot tha nnnction of othar buiinatt. 



lltAME- - I - ■ . ■ ; V , ■ , ■■ ■ CHECKING 

. ACCOUNT No.. ;, ■ ■ ,, ' ' DATE . 

, ^jOlNT ACCoUfrr WTH RIGHT 
Tha undarsigMf' liarHiv agraii tiiat «ir«iNn dipoiitac^aiiy tinia', bMriuding 

to this dm, in Fim^attbMl^Bftnk of ChrMMbtiivlh thf Joint flcoount of thSi 
undtnigiMr iMH be h«ld by ii» n'co^Mf^vt witti tht figl^ of ««|rvVontilp, rvQtrdlttt ol 
vihow funds arji'daposited ln tab aoppufi't trtd riomlM of who dipoiitt tht fundi lit iM 
abeibunt. Ei^i#r of* any of ut «li«0 moilio^rtBlbt to drtvtf u|]^ ^ ooDdunt, without Mrtirt. 
oM Hi ctta ^ tfM d««th Of oltf^ fff^W of ut, tfi» funrivor Mtvivori «tiiiti bt ttw.tblf 
oiiAier or oWnlhr^- 0^ tl^ tntiro «booAi9. TliH^accouiit ii tto o tpiflf^ by Fihrt fiotioitai g^Mt of 
q^rMlandbKirg Mibjacf to thoprovMniftotsd hm)o'Md:bii'tf%?Mrw^^^ of thltci^' 
Vtfagw our IVin^and vt^OgJ^^^rii^ boirHfdMM Mill roodi^ 



ISEALJ 



ADDRESS. 

EMPLOVMeNi;^ 

TEL^PfijC^:^ 



AMOUNT 



Transparency VIlI-3-1 
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CHECKING ACCOUNT DEPOSIT SLIP . .. 



u 



DATE_ 



H ' Chtcki dnd QJh«r ii«frfi or« recffivtd for dtpotii .iwbitcf lo 

fh« l«rmi tQndrtiQni^of thii bonli \ colUction agcy«ni«nt 




MM OtHII SIOI rOI. 
0 INtlftOtAl Mill 
• I %SI99 l«€M . 
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Managing Money 
Sample Check Register 



Check 
NunDer 


Date 


Check Issued to (Payee) 


Amount 
of 
Check 


Date 
of 
Dapoait 


Amount 

of 
Deposit 


Balance 






1 ■ 





















































y 

y ■ ■ , ■ 

( ■ 

Handout VIII- 3- 3 
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Managing Money 
Saiq>le Checks 



Peter Smith 

No. 1 Park Place 

Hometown, Virginia 00001 




o 

182 

19 


Pay 
to the 




$ 


order of 










Dollars 


Hometovn National Bank 
Hometown, Virginia 

For 





Peter Smith 

No. 1 Park Place 

Hometown, Virginia 00001 




183 


o 




19 


Pay 
to the 


order of 




Dollars 


Hometown National Bank 
Hometown, Virginia 






For 









Handout VIII-3-4 

254 



397 



4 



CHECK NUMBER 




AMOUNTS 
(WRITTEN AND NUMBERS) 



Transparency VIII-3-5 
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A BLANK ENDORSEMENT 



NATIONAL BAN K no. ^7 



DOLLARS 
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A RESTRICTIVE ENDORSEMENT 




2,57 



.1 



Transparency VIII-3-7 
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A SPECIAL ENDORSEMENT 
(RESTRICTIVE) 



NATIONAL BAN K no. 




DOLLARS 



RAY TO THE ORDER OF 



r 
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BANK STATEMENT 



Financial Profile 



First National Exchange Bank 



A Domtnion Banksharet Bank 



Ralph ^. Griffis 

1560 Mountain View Drive 

Pittsburg, Pennsylvania 15140 



08 ASOF AUG 07, igyg 
SB33B 624-538-79 
01 



DEPOSITS 



CHECKS 



IpUNT I ACT. CHG. 

608.361 .00 



BCCINNINO BALANCE 

921.54 



7 



NO. 

161 



CNDtNQ BALANCE 

313.18 



BANKAMERICARD w 



AVAILABLE CREOIT 



INSTALLMENT LOAN(S) 



MORTGAGE LOAN(S) 



CHRISTMAS SAVINGS 



NO. I AMOUNT SAVEO 



1 SAVINGS 


NO. 


INTEREST EARNED 
NOT CREOrTED 


INTEREST RECEIVED 
fHISYEAR 


AMOUNT SAVED 






















TOTAL rNTEREST AND SAVINGS 










ITEMS (SYMBOLS EXPLAtNED BELOWI 



CHECKING 111-5^8-84 

206.92rtt3 

5. AO 
182«50Mq 
8.21 
14.60 
3.25 
5.30 
A2.00 
. 17.41, 
iu.OO" 
13.00* 



lo.oof^:' , 

m 



20.19--; 

i 



1 



49.0tt'S 



1 



15.58 



07-10 
07-11 
07-16 
07-18 
07-19 
07-20 
07-23 
07-2 5 
07-26 

07- 36 

08- 02 



921.54 
709.62 
704.22 
496.14 
487.93 
473.33 
"470.08 
444.59 
402.59 
385.18 
375.18 
313.18 



AC-ACTI VITV CHARGI OCOE^OSIT RE VIRSA^IN INTEREST MOMISCELLANEOUS OIMIT 

BC CUSTOM CREDIT Df DEPOSIT LS-I.IST Of CHECKS RC RETURNED CHECK CHARGE 

CC CCRTtFlEO CHECK IC CHECK RE VC RSAL MC-MlSCELLANEOUS CREOIT RT RETURNED CHECK 

' i^^,^o^v!1:lt7Z\^'::^tr^^^^^^ « you wish to have naw accounts shown on your Financial Profila. pleasa notif^gps. 



Transparency VIII-3-9 
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TO RECONCILE YOUR BANK ACCOUNT, FOLLOW THE PROCEDURE BELOW: 

Enter Balance Shcnra Balance Shown in Your Checkbook $ 

On Bank Statement 

Add Deposits 

Not on Statement' $ 



TOTAL $ 

SUBTRACT Checks Issued , SUBTRACT Activity charges and other 

But Not pn Statement bank charges not in checkbook 

Date or No. Amount $ 



V 

TOTAL $ ' 



TOTAL $ 



BALANCE $ BALANCE $ 



k 

THESE TOTALS REPRESENT THE CORRECT AMOUNT OF 
MONEY YOU HAVE IN BANK AND SHOULD AGREE. 

IF YOUR ACCOUNT DOES NOT BALANCE, Check the items below: 

1. Are the amounts of all the deposits you have entered in your checkbook the 
same as shown on this statement? 

2. Did you write any checks which are not entered in your checkbook? 

3. Is the amount of each check correctly recorded in your checkbook? 

4. Are all additions and subtractions in your checkbook correct? 

5. If unable to balance your accounts, contact the bank for assistance. 



Handout- VIII- 3-10 

\ * "--^ Transparency VIII-3-11 
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SUPPLEMENTAL 
TEACHING MATERIALS FOR IWE 
GENERALLY RELATED LESSONS 



\ Unit VIII 
Lesson 3 



BOOKS 

Day aiid Beza, Money and Income . New York: Oxford U. Press, 1960. 

Dodd, Kennedy and Oleen, Applied Economics . Cincinnati, Ohio: . Southwestern 
Publishing Coii?)any, 1962 i 

Felr, Richard, Economics for Everyday Living . New York; . College Entrance Book 
Company, 1956. '' • 

Lelth and Lumpkin, Economics. McGraw-Hill, New Yorl^TNew York. 
Samuelson, Paul A^, Economics . McGraw-Hill, New York, New^York. 

Wllhelms, Helrmer, Jelley and Herbert, Consumer Econolmcs . McGraw-Hill, New 
York, New York. 

* 

BOOKLETS * ^5/ 

Patents and Your Tomorrow . National Association of Manufacturers, 2 East 48th 
Street, New York, 17, New York, 10017. 

FILMS • . 

The Story of a Check . Illustrates how the checking system works and the steps 
a check takes, until final payment. 13 minutes. State. 

Paying by Check . An Introduction to a checking account. Virginia Bankers ' 
.Association, Box 462, Richmond, Virginia, 23203. 

.". , " ♦ 
PAMPHLETS 

V?hat is a Check ? ^ Virginia Bankers Association. . ' I 

The Story of Checks . Federal Reserve Bank of \New York Public Information, 
Federal Reserve, P.O. Station, New, New York, 10045. ^ 




Using Bank. Services . Virginia Bankers Association. 
How to Do Your Banking . Dr. George E. Klise, Box 840, Richmond, Virginia, 23219. 

The Story of Checks . Public Information Department, FRS Bank of New York, 
New York, New York. 
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• ; iWE - I 

UNIT IX 

EMPLOYEE LEGAL RIGHTS, AND RESPONSIBILITIES 

Lesson 1. You and the Law 
Lesson 2. Contracts 

0% - ... ■^ 



Developed by 
Roy M. Billlngsby 




262 



412 



INSTRUCTOR' S LESSON PLAN 
Generally Related Information 



Unit 
Lesson 



IX 



SUBJECT: You and The Law 

OBJECTIVE: The student will be able to recognize basic terms of law. * 

TEACHING AIDS: Overhead projector, .16 MM projector, and blackboard n 

MATERIALS: Hand out booklet, "You and The Law", transparency, and film, "Under- 
standing the Law". McGraw-Hill Publishing Cdftjpany, 300 West' 42 
Street, New York, New York, 10061. 

REFERENCES: Personal Business Law . Schneider, Smith, and Whitecraft, McGraw- 

. Hill Book Company, "The Consumer and the Law", National Association 
of Secondary School Principals. 



I. PREPARATION (of the learner) 

Refer to Transparency IX- 1-1, and discuss. 
Question: 

What would happen if there were no laws? Example: 



Driving your car. 



II. PRESENTATION (of the information) 



INSTRUCTIONAL TOPICS 



KEY POINTS (things to remember to do or say) 



A. Law 

1. Definition 
2 • Purpose 

B. Classification 

1. Natural 

2. Moral 

3. Man-made 

ai Institutional 

b* Constitutional 

c. Administrative 

d. Criminal 

e. Private 

C. Origin of the Law ' 

1. Tribal laws 

2. English, common law 

3. Roman or Civil law 

4. Statute law 



Refer to Transparency IX- 1-2 and discuss. 



Refer to Transparencies IX-1-3 through 
IX- 1-9 and discuss. 



Z' List on blackboard and discuss, 



1^ 
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II. PRESENTATION (continued) 



INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or sav) 

D. Classification of Wrongful Acts Refer to Handout DC- 1-10 and discuss. 
1. Crimes 

a. Treason 

b. Felonies • ' ■ 

c. Misdemeanors 
. 2 . Torts 

a. Assault 

b. Battery 
Negligence 

d. Libel and slander 

e. Trepasslng 



E. Remedies for Wrongful Acts 

1. Injunction 

2. Law suit for damages 



Show film, "Understanding^ the Law". 



Point out that an Injunction only stops 
aa. unlawful act. 



III. APPLICATION 

A. Discuss actual cases In class. 

i>. Have local attorney talk to class. 



IV. TEST 

Have students match terms of the law to definitions. 



SUGGESTED ACTIVITIES: Field trip to attend court session and discuss procedure. 
NEXT LESSON: Contracts 
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PERSONAL APPLICATION OF LAW 




Transparency IX- 1-1 
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V. 



HA^ BEEN Cfef iNfie AS^ULES^'OF 

MEN IN THI^^^lEtWQj^ #"H ^ /HNpTHER, 
J:UST AS ROLES fGR^AYrf^^ 



QAS^BALC 





FOOTBALL 




BASKETBALL 





LAW CAN BE THOUGHT OF AS THE 
RULES FOR LIVING IN ACIVILIZED SOCIETY 



ERIC 
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NATURAL LAW 




LAWS OF GRAVITY 




MORAL LAW 

^ . f 

A PERSON, HEARING SOMEONE CALL FOR HELP, 
HAS A MQRAL OBLIGATION TO CALL THE P0-- 
LICE OR TRY TO HELP IN SOME WAY. 




INTERNATIONAL LAW 




H 
rf 
It 
0 



V 



CONCERNED WITH THE 'CONDUCT OF NATIONS IN RELATION 
WITH OTHER NATIONS 



H 

H 
I 



0) 




CONSTITUTIONAL LAW 




CONCERNED WITH. THE APPLICATION OF THE 
FEDERAL CONSTITUTION 

Transparency IX-1-6 
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ADMINISTRATIVE LAW 




I " CITY COUNCIL 

I CONCERNED WITH CONDUCT OF GOVERNMENT 
i ADMINISTRATIVE AGENCIES AND THEIR REGULATIONS 

ERIC ' 

m 




L LAA 



r 



9, 

00. 




CQNCERNED Wm. ACTS 
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CONCERNED Wim RIGHTS AND 
OBLIGATIONS^OF INDIVIDUALS. 

* ; ' Transparency *IX*li*9 
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CLASSIFICATION OF WRONGFUL ACTS 



CRIMES: Treason— is a serious crime of treachery against the federal government, 
such as revealing defense secrets to a foreign power. 

Felony — isoa serious crime against society, such as murder, arson, em- 
bezzlemelf^, or bribery, and isnusually punishable by imprisonment , or 
in some states death. 

Misdemeanor — is a less serious crime, such as a traffic violation, and 
^ is usually punishable by a fine or a relatively short period of imprison- 

ment, ^ 

. ' • _ ' . . '■. . 

TO^TS: The purpose of tort &w is to provide compensation for losses suffered 
by persons whose legally protected interests have been violated, not 
to punish wrongdoers, ^ ^ 



ERLC 



EXAMPLES: 



Negligence — When a person, : through his own carelessness 
causes injury to another person or damage to this property, 
the party may sue for damages. 

Libel and Slander — making false statements about ^* person* s 
reputation and denying him the right to a good name r-^^f( the / 
statement is written or published it is libel, md ifNttUs/V j 
spoken it is slander, ' IF ' i ' 

Trespassing — going on posted property; property 'tha^^'asi 
been posted "Keep Out", Violator will be p^se^ted fiy 
trespassing. Posting property is to keep v^o\^^^ ' 
damaging property, Jr 



Assault — An unlawful physical attack upon mother; an a'tfteapt 
to do violence to ariotlier. ,^ -wW. ^' . <L P ' 

v„ u_,.. . • l^'.^/.J.v^ -iS 



Battery — as by holding a club or Ather weapol 
manner. 
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SUPPLEMENTAL ^ • ^ 
TEACHING MATERI^S FOR ICT 

GENERALLY RELA-^gb MATERIALS ^ 

. Unit IX 

-Lesson. 1 



BOOKS 



Catfilde.oBeTi^id^^ to Law knd the Legal Process , J. Wiley,. New 

Riss, Martin J, . Handbook o^ Everyday Law . Harper,, IS 59 > New York > New 5^ik, 

10001. • ~^ ■ : ■ . ' . 'isM^^ v;^ 



Schneldner, Smith and ,Whitcra£t. Personal Business Law ; Mctiraw^l^jtM West 
4liid*Street, New YQrk> ilew York, 10001. ; ^ ' 

^ * . . 'v-/ • ^ - 

BOOKLETS 

The Consumer and the Law , National Association of Secondary Schodtf Principals , 
Department of Education, 1201-16th Street, N.W. , Washington, D.C., 20000. 

Equal Justice for the Poor Man . Public Affairs Committee, Inc. ,^81 Park 
Avenue, South, New York, New York, 10016, llpO. 

You and the Law — Consumer Law "^ghts and Responsibilities" , Changing Times 
/ Educational Service, Suit G-14, 1729 H. Stipeet, N,W. , Washington, D.C. 
20006. 

You and the Law. Kiwanis International, 101 East Erie Street, Chicago, Illinois, 
, . . 60607. 

You and the Law^Owning or Renting a Home . Research Institute of America,, 3|nc, . 
489 Fifth Avenue, New York, New York, 10017. 



What Everyone Should Know About Law . Catalogue A428, Cham^^ L, Bete Company, 
Inc., 45 Federal Street, Greetffield, Massachusetts, dflW* Te^phone 
^number: 413-774-2301: - vJBp 

^r ^ltet ghould You Know About Wills . National Research Bureau, Inc. , 424 Notth 

l^'Siird Street, Burlington, Iowa, 52601. ^ 

MLo mij^^ Need a Lawyer? National Research Bureau, Inc., .424 North Third 

\^ Burlington, Iowa, 52601. . ^ 

The Bitll^yqi^^ A story of a trial. The film follows two young' 

^ \ me^^whb''''^e aoodsed of a misdemeanor offense, minutes, colof, 1966, State. 

• \ - >:v . \ ' , ^ 
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t> SUPPLEMENTAL ' 

TEACHING MATERIALS FOR iCT ^' ' " 

GENERALLY RELATED MATERIALS- . ^ . . 

- V Unit H 

-.^^'-v- >• ^^'V-'i^-' Lesson 1_ 

FILMS/ (continued) % . ^ i '^0^} 



A Family Affair , ^ A ^t'udy of people , problem, and principles. The points 

made In this film about national legislature Issues and the citizens* part 
In solving them, 30 minutes » color , National Association of Plumblngy 
Heating-Cooling Contractors, 1016-20th, N.W. , Washington, D.Ciy 20036. 

Why We Respect the Law . Main theme Is the development of an attlgude-^of re- 
spect for the law. 13 minutes, 1950, State. ^ 

PAMPHLETS 

o 

Meat Inspection for Your Protection . Division of Animal Health and Dairies » 
1444 East Main Street, Richmond, Virginia. 

Virginians Weights and Measureil^Law . Virginia Department of Agriculture and 
0 Commerce, P.O. Box 1163, Richmond; Virginia 23209. ' 



You and The Law , Klwanls International, 101 East Erie Street , Chi^cago, Illlnoia 
60607. 
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INSTRUCTOR'S LESSON PLAN 
Generally Related Information 



Unit 
Lesson 



IX 



SUBJECT: Contracts 



OBJECTIVE: The student will be able to recognize the reguired elements of a 
contract. 

TEACHING AIDS: Blackboard, overhead projector 

MATERIALS: Samples ^pf different types of contri|pts, tra^parencies 

REFERENCES: The Consumer and the Lav / National Association of Secondary 
SchooJr-Brincipals. - 

Succeeggg In thfe World of Work . ' McKnight and McKnight Publishing 
Company, 1970, Bloomlngton, Illinois. 



I. PREPARATION" (of the learner) 



Introduction 

A. Have you made a contract today? 
♦ "B. Have you made an oral contract today? 

I' 





II. PRESENTATION (of the information)" 




INSTRUCTIONAL TOPICS 

(Lg^ a contract? 
^rpose of contracts 
>es of contracts 
Express 
.1 implied 



KEY POINTS (thlMs to remembar to do or say) 
Refert tb^Transparency IX-2-l.< 



(written or^^oral) : 



R,eyieW arid discuss. 
Refer to Hatidout IX-2-2, IX- 2-3. 



dj r::^ F(itaQal (written) , 



B. 



C. 



Required Elelft^iiits of a Contract 

1. Mutual assefefc*^: 

2. ^Competent partl^ii^ 

3. Consideration ^ 

4. Legal bargain 
Required form 

Sales Contracts I 

1. Uniform sales act 

2. Conditional sales contracts 

3. Truth and lending law 



Refer to Transparency IX- 
Discuss.; 



:-2-4. 



Refer to Handout IX-2-2, IX-2-3. 
Discuss. 
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KEY POINTS (things to remeniber to do or Bay) 



D. 



Minora' Liability on Contracts 

1. Necessities 

2. Station In life rxile 



Ask: Can minors make a contract? 
so, under what conditions? 



If 



Things That Make a Contract 

Void 

1. Duress 

2. Undue Influence 

3. Fraud or misrepresentation 

4. Incompet^ence 



Refer to Handout IX- 2-5 and discuss. 



Remedies for, Breach of Contract 

1. Reels ion (to do away with) 

2. Damages ^ ^ ^ 

3. Specific performance 



Explain terms and call for examples 
from the class. 



III. APPLICATION 



^ .j.A. Have students fill^ out a contract for the sale of an automobile. 

B. Have someone who Ig jCaml liar with sales contracts speak to group. 



IV. TEST 



Have students iden^iy types of contracts and elementa^., necessary for a 
contract by mat<ti44?i5 terms and. definitions. • 



SUGGESTED ACTIVITIES: 



^ave 'Students list how iixiany ^^ontt^cts they or , their parents may luive made. 
Have students prepare a bulletin board of sample contracts. 
Have studenf.s prepare a skit on bujvLng'.a, <^r -llSd algnli^ a contract. 



toCT LESSON: You and the American Economjr*^^- . 
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CONTRACT * 

AN AGREEMENT BETWEEN TWO 
OR MORE PARTIES FOR THE DOING 
OR NOT DOING OF SOME DERNITE 
THING. 




Express — Contracts that specifically state the agreement pf the parties orally 
or in writing. ^ - • *^ 



Implied — Npt stated or written but are understood from the acts or conduct of * 
the parties, from the customs of the trade^ or from the ^ipiidlt ions or 
circumstances. ^ . 

Example: Bill entered a men^9 shop, ordered an overcoat, and lftf# 

instructions that it was to be delivered to his hous^i » The 
price of the edat, when payment was t||^be mad^, and the eijpact 
time of delivery were t||t discussed. This is an il^pldfed :'c;bnr 
t;ract. Several implied agreements ate involved: (1) Tha"^ 
the market price of the coat will be paid, (2) that payment 

customary to make 
)e made within a reason- 
able time4 \ ^ J 

Informal — They are made when you make purchases of ^^^Sl-Othing at a local store, 
have clothes cleaned at the dry cleaner, pr^haye your.>shoe8 repaired 
at the shoe shop. They may be written o¥ o^l. v 

Formal — These contracts are written and usually require a seal to make them 
enforcable by law. 



will be male . on de]|||ery or when it is 
payments, and (3) that delivery will hi 



V 



Transiiarency IX- 2-1 , 



2S2 



SIMPLE CQJJTRACT 




441 



MICHAEL ALLAN OF 659 Blscayne Boulevard, Hollywood, Florida 33023, purchased 
an Apex television set, model 0109, cherry finish, for $320,00. The price of 
the set included an outdoor aerial and installation. Terms of the sale: 
$80.00 down. $40.00 a month for six months. Complete this sample contract or 
order form, using the current date and your name as the name of the salesman^ 



^ LINCOLN RADIO AMD TELEVISION COMPANY 
3180 South Ocean Drive, Hallandale, Florida 33009 



' (305) 92^^3965 
Date 



Please deliver and Install the following instrument as specified herein, and 
in accordance with prices, terms, and conditions made in this ordl^r, at, 



Name of Customer_ 
Address 



Phone 



(No.) 



(Street) 



6ip) 



(city) 
Installatiofi^ address 
Model 



(State) 



Price 



Description of Instrument 



It is . expressly understood that there is no verbal undertanding or iadditional 
written agreement existing that can change or modify the prices, conditions of 
sale, or terms of payment as specified herein, and acceptance of this order be^ 
comes' a; binding contract subject to the terms and conditions set forth herein. 



, Salesman 



(Your Name) 



Acc^ted by 



(Cu8t:<pei;) 



, ...■m m JiND DATE 



Handout IX-2-? 
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FORMAL CONTRACT ' ^ 

Eric Herberts, owner of a wholesale notion business located at 619 Westfleld 
Avenue, Elizabeth, New Jersey 07208, agreed to employ Joel Allan of 58 Huyler 
Avenue, llewark. New Jersey 07105, as a salesman for a period of two years. He 
was to receive a salary of $175 a week plus six percent conmission on gross 
sales, payable weekly on the last working day of each week. Write the contract 
of eii5)loyment by completing the following form. 



FORMAL CONTRACT [ 

AGREEMENT made this day of , 19 " ^ between 

hereinafter called "the employe^", 

hereinafter . 

called "the employer". 

WITNESSETH: ^ * 

In consideration of their mutual promises contained*'herein, the parties hereto 
agree as follows: 

The employee agrees to work for the period of years from the date 

herein 

>■ 
as 

of the employer and agrees faithfully to s«rve the employer and to devote all 
his time ancL'^'at^ to the interest of his employer's business. * ' 

The employer agrees to pay to the employee the sum of payable weekly 

on the last working day of each week during the^ term of this agreement. 

IN WITNESS OF, the said parties have hereunto set their hand on this, the date 
first above written. ^ ' ' . 



Signed, Sealed, and Delivered in Presence of 



\ 



\l.s.) 



V---' -"^i 



(L.S.) 



Handout IX- 2- 3^ 
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REQUIRED ELEMENTS OF A CONTRACT 



I. MUTUAL ASS 



•THE PARTIES TO A CONTRACT MUST BE IN 
COMPLETE AGREEMEfiT. THIS IS CALLED 
MEETING QF THE MINDSv BOTH R^RTIES 
SMOULb UNDERSTAND WHAT THEY ARE 
MNDEFiTAKlNG. 



3. CONSIDERATION 



2/C6lSiP|tE;Nt RW^S— THE PARTIES to a CONTRACT MUST BE CARA- 
W I OF KNOWING WHAT THEY ARE DOING. 

THEY MUST BE OF^-EGAL AGE AND NORMAL 
MENTALLY ° 
— -EACKT PARTY TO A CONTRACT MUST PROMISE 
TO EITHER GIVE UP SOMETHING OF ^ALUE 
THAT HE HAS LEGAL RIGHT TO KEEP OR AGREE 
" TO DO SOMETHING THAT HE IS OTHERWISE NOT 
LEGALLY REQUIRED TO 00. 
— ALL CONTRACTS MUST BE IN COMPLIANCE WITH 
FEDERAL. STATE, AND LOCAL LAWS. IF THEY 
ARE NOT THEY ARE NOT 0C3NSIDERED A LEGAL 
BARGAIN AND CANNOT BE COLLECTED LEGALLY 

CERTAIN CONTRACTS. SUCH AS THOSE INVOLVING 

AN AMOUNT OF $ 500 OR MORE MUST BE IN 
WRITING TO BE ENFORCEABLE. 



4. LEGAL BARGAIN 



5. REQUIRED FORM- 



MAKING A CONTRACT 




\ 
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CIRCUMSTANCES THAT MAKE A CONTRACT VOID 



DURESS— Pressure or Influence applied to a person's will by threat o1E{bbdily 
harm against him or his family or the threat of serious damage to his 
property in order to coii5)el him to do, something that he does not want 
to do, 

... ^ , .... .-^ 

UNDUE INFLUENCE— When a person who has the power to control the actions of 

another because he bears a special or cpnfidential relation- 
ship to that person, uses his power to his advantage, 

FRAUD OR MISREPRESENTATION— Fraud ±& the intentional misrepresentation of a 

material fact by one party with the hope of in- 
^ fluencing the ftther party. It may be made by 

spoken or written words or by acts or conduct* 

INCOMPETENCE— Parties involve! in contracts who have been declared mentally 

J^^opletent or who are highly intoxicated are void from contracts 
If the person can return the goods. It not, he is liable, 

L - 



Handout IX- 2-5 
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SUPPLBIENTAL 
TEACHING /MATERIALS FOR IWE^ 
. GENERALLY RELATED lIBSONS 



Unit IX 



.( Lesson 2_ 

' BQPKS , 




^deTV; Bernard , F. ; Introduction to Lav and the Legal Process . J. Wll^, 
, Ne^jTYork, New York, 10001. 

-..v--i.;::.r . . i ' ■ . , 

Riss, Martin J., Handbook of Everyday Lav . Harper,, 1959, New York, New York, 

10001. ^ 

Schneider, Smith and Whitcraft, Personal Business Law . McGraw-Hill, -200 West- 
42nd Street, New York, New York, 10001. 

BOOKLETS V ■ ^1;: 

The Consumer and th|| j|^^.'" National Associatioli o^ Secondary School Principals, 
1201 16th StreH Washington, i).C. , 20000. 




FILMS ^ 



What is a Confi^g^dg^ i^^B^ oral and written contracts and shows how they 

must have omtuj^ 10 minutes, $2.-50, Business Education Films, 

Brooklyn fdB^i^^ork, 11201. . ' \ ' , 





ERIC 
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IWE -^I 



UNIT X . 



JOB SAFETY 



Lesson 1. Accidents: Causes and Effects 

Leason 2. Material Handling " 

Lesson 3. Personal Protective Equipment 



Developed by 
William G. Wyatt 
^ and 
John ||« Moore , 



\ 
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INSTRUCTOR'S LESSON PLAN 
Generally Relit ed Information 



Unitv X 



) ^ LesBon .l-^^ 

-SUBJECT: Accidents - Causes and Effects , 



. / 



OBJECTIVE: Students will be able to identify the chief causes of accidents 

/ • "and discuss tlieir effects from the viewpoUit of both the employer 
^ and employee/ / ' 

TEACHING AIDS : Overhead jj^oj^tor / 

MATERIALS: Transparencies, Handouts v. • > 

-^;;JIEFERENCES ; Industrial Safety, Blake^R. P. , Prentice-Hall 

.Falls > Virginia Department of Labor and lAdiutrial, Safety 



Division, Box 1814, I(lchmbnd, Virginia / 



t 



■T. PREPARATION (of the learner) 



Tell the story of an accident which obviously could been prevcipted. 

■ - f / ' - ■ 



'I 



How could it have b^en avoided? 




11^ vPRESEyTATION (of the information) ^ ; V ' / 

INSTRUCTIONAL TOPICS KEY POINTS (things ^Q^^ememh&r^Q^^^^ 

; A. Five FactSrs in the Accident Refer to Transparency *n-L-l, X-1-2 

Sequence . . ' ) ^ 4; 

1. Ancestry and Social' environ?^ . ^ *^ 
ment ^ ^ , 

a. Stubbbmesd 

b. Recklessness i| 

c. Environment may cause the // 
development or undersirable 
t^it^ of the person / 

Fault of person ^ ,\/\ Stres^ - Behavoristic reasons are tl^e 

yk.' Superior attitude ;/ ^. maij/cause of accidents. 

(1) Deliberate chatice Refer to Tr^sp^reficyv.^;;^^i 

■ taking y/\ /y / ■ V 

[ (2) Not paying attention / 
^ to instz^ction ' / ' . 

(3) Failure to follow toiown , / , \ 

safety prpcedure/ / 



(4) Forgetf^lness 
• (5) 'Hor8ep;tay / X/ 

'(6) Hot Jumper / / , 7^ 

b. Improp;er operation of ^ 
/equipment ' ^ * 

/ / / / ' K 



II. PRESENTATION (continued) 



Refer to Transparencies, X-1-4, X-l-5p 
and ' 

Have students list unsafe acts from 
Transparency X-1-7, 
Handout X-1-8, 



INSTRUCTIONAL TOPICS .JCEY POINTS (things to remember to do or aav) 

(1) Not knowlng^'how to ' ^' 
operate machines \ 

y - safely • 

(2) '*Know it all" - oiTer- . ^ ^ 
confidence 

Unsafe act and/or mechanical 
or physical hazard 
_ . ;a. ^. Unsafe act. 

. " (1) ?oor housekeeping 
t^2) Improper dress 
•1^: (3) Physical or mental " * 

,. defects 

(4) Standing under a lifted 
load 

(5) Removal of safety guards 

(6) Starting machinery 
^ without instructioxis 

• - b. Mechanical or physical 
^ * hazard 

(1) Poor ventilation 

(2) Poor lighting 

(3) Machinery poorly 
guarded 

(4) Defective or broken 
/ equipment , 

4. The Accident 

a. Being hit 

b. Striking against 

c. Caught in 

d. Falling 

e. Electrical contact ^ 
^ 5. Injury » 

a; Fractures (breaks) ? 
© . Lacerations (cftts) 
c. Contusions (bruises) 
6.* Effects of Injury 

a • Permanent or temporary 
disability • • • 

Loss of wage ^ 
Loss of production ^ 
Suffering of injured worker 
Lo^ of job > 
Deat'h V 



"Grinding' Wheels - Overspeed and 
Improper Mounting", Handout X-1-9. 

"Hand-Tpbl-Appraisal Check List" 
Han40jit X-1-10, 

Transparency X-1-11. 
"Accident Causes and Effect;^ 
Transparency X-1-11, 
"Accident Causes and Effects" 



b. 
c. 
d. 
e. 



Transparency X*-l-12. 
Read and explain Handout X-1-13. 
"Do You Bet Your P^chfck?" ^stress 



company policy. 



III. APPLICATION 



Have students form teams of five and list on handout form, the safety 
"Charzards in the school environment. 
- (S^e reference - Safety Education) ' 



«9 

13 
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IV. TEST V 

>- 4 ...v.; 

.A. Students list and explain three causes of accidents. 

Students will list three of the effects of an accident on the Job/ 

"« ' . / ■ ... 



^SUGGESTffi) AGTIVITIES: 



/ 

/ 



1. HaVe students find newspaper story of an industrial accident. 
* 1. Divide into teams of five; appoint captain^ to supervise the students. 
Consider school a model industry which has reque$ted^a safety 
inspection. , Make a* list of unsafe conditions within the school. 

See Handout X-l-lAa and X-l-14b» " • 

NEXT LESSON: Material Handling 



r. , 




FIVE FACTORS IN THE ACCIDENT^ SEQUENCE 




ANCESTRY AND ENVIRONMENT MAY 

CAU$E THE DEVEtdpMCNT OF 

UNDESIRABLE HABITS LEADING TO 
ACCIDENTS . 




^ • ^ / « Transparency X- 1-2 
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BEHAVICff^STIC 
AGXJibENTS . 



CAUSES OF 




INEXPERIENCE 




HOT TEMPER 




use: 




IGNORING 

INSTRUCTION ^ 



\&6 IT' 




"KNOW IT ALL" 



NOT FOLLOWING KNOWN 
SAFETY PRECAUTIONS 




Transp«(rency X-1-3 
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Answers To « 
What^s Wrong With This Fl€ture ^ 




Unsafe lifting of load with hoist - proper slings not being used. 

2. Br oketflf window panes* 1 ^ v. «/ 

' ^ . ^ : . ^ 

3. Operator of grinder Is not, weatlfjgehfety glassto. x 

4. Unsafe operation of grinder - guard and* to^ rei^ iijot In place— grln4- 
Ing hl^ght on the. wheel. \/f 

' • ■ - ..• . . J// " - ■ • 

5. High load on hand truck ^ operator cannot s.ee dji 'front of load becapise 
of the type of hat he Is vearlng and the height of the load. 

6« Broken vheel on hand truck. 

7. Ei]q>loyee riding on load of hand truck. ./ ^ 

8fc Unsafe ^rlng, Impro^r light fixture, broken light bulb, etc. 

9. Open door on elejptrlc fuse box. / 

10. Fire extinguisher Is missing from rack. ^ . , 

/ 

11. Door Is open and "flyst aid kit" ii5|Bn5)ty. Lettering 1^ on the Inside of 
the door. . 

12. No smoking sign Is part;ly covered by man's Jacket. 

* . - i 

13. Employees are^ smoking. 

14A Mezzanine enclosure Is unsafe because It Is not high enough (the proper 
enclosure would, prevent anyone from sitting on the top rail as a man Is 
doing and the ledger book wotild not be falling from this rail If properdh/^ 
' designed) . ^ 4^ 

15. Hand-rails are missing on stairs to mezzanine. J 

16. Unsafe or Improperly gtiarded floor opening to stairway at mezzanine. 

17. Broom on stairs. 

18. Spike protruding from post. 

19. Rods or bars propped^galnst post. 

20. Lathe operator Is wearing unsafe clothing (long sleeves and tie). 

21. Lathe operator Is not wearing eye protection. 

22. Goggles and wrench ^tffe^ylng on wa^' of the lathe. ^ 
> ^ ' . Handout X-1-8 
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23. Gas can and spilled gasoline sixe on the- floor. , , 

24. Em^y bottles have been left on' the floor. 

25. Open floor Sraln'and loose drain Kole cover. 

26. Man carrying pane of -glass without hand protection, 

27. Wrench^ /J^^J?^- (This typft of .wrefich is no longer ^used in industry as it 
is unsafe/) ' ' * • ^ ' ^ v 



^8. B^ana peel on floor. ^ 

29. Board with protrudin^nail on floor^ 

30. Spilled '.oil on flbor. " jL ^ 

31. Sharp'^pencils inWn's shirtpo^kfet.^^ 

32. Hole in sole of man's shoe - poor fobtweav-. . • 
-33. Woman wearing high spike heels. j ■ 

34. Horseplay with air^wse. ^ . > 

35. Cloth or glove should be removed from oil barrel (metal cover is missing) « . 

36. Fire should be extinguished in trash barrel and metal cover is missing 
and trash barrel, of course, is being used lnq>r4^fe^. ^ 

37. Man carrying a broken a^ unsafe ladder (we hop^to the junk yard). 

38. Man is carrying the ladder inqiroperlytglpB with disregard to other employees. 

39. Sharp tool in man's back pocket. ^ 

40. Stepladder is not opened properly. 

41. Stepladder is being used in a doorway with the door closed. 

42. The shop has a sanitation problem, as evidenced by the rat. 

43. Dog should not be allowed in the shop. 

44. Man ^^earing" ring on his finger. 

45. Man using stepladder is overreaching, is off balance and is standing im- 
properly on the ladder. ^ 

46. Unsafe, unsegregated and improperly vented spray painting operations. 

47. Spray painter is smoking and not using face mask. 

Handout X-1-8 
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f 



48. Extension cord is strung across the floor of the work^area with splice in 
spilled oil. (Fire and trip hazard ♦) ' 

49. Safety glasses missing on all employees i^"" 



. * Plant layout and housekeeping is generally poor. 



5^1. There is a general lack of good supervision. 



1^ 



: J 



4 



A 



I ■/■/ 



Handout X-1-8 
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■ CRimiNclwHEEis-om-sp^iuro^imopBi mdonting 

te accident \ . ' 



/ 

/ 



Integrated. Investigation rfv«lfd^Jh . .^ ^J^^^^^^i wheel that had dls- 
abo^^e rated speed. Se bL^xl ije frLT 'H^^'J ^" '"""'^S at 25 per cent 
motor shaft was 1/2 In^Pwa^Ws hfl K °* "^T^ ^ 1/4 Inches.. "^The- 
ference between. ti^ t^^o dla^eS Mao''r ^° <=°"Pen8ate for the dlf- 

the wheel inst^f.prope^ d^i^fi ''""^ T^^" ^'^'^^^ to hold 

-^.tween the wl^&t^he w2he« ^^^^^^ -Pacers" were not u^d 

. ^ washers. There was no guard on the wheel: / 



Discussion 



council and by the A.erlc" Stai5:^L"Zo'c£ti'orf"^'" ^^^^^^^^ Safety 

ing wheels, '^^^aa Association -for safe operation of grinfl- 

of daanage suf^^^S i' Sjp^^^t "1^? Jr^^'S Possibiilty 
"ring" test. Before belng^untS ^iven the 

the ring test agairi. * "o^^ted, the wheel should be given 

^terc::p:L:^:tv^L" it 'r^^^^ co^ression 

flanges. Blot?i^ p^p^^ S^b« ' T^^^^^ 

this purpose. ^ ' " leather my be used, for 



3, 



4, 



•wh^'eJ\r?dt'?ebr^^^^^^ «heel. the 

people in the plant/ ' "anufacturer^Sfey experienced 

Abrasive whiepls should alwavn ha ^ j / 
Flanged for the sa»e^Sr i^th!r^^^ 

be of the same diaJtS and Sictoess'. " ^^-^'^ 



Hanciout X-1-9 
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HAND TOOL 'APPRAISAL CHEC3C LIST 



Unsafe fcondltlona 



Unsafe Acta 



Screw Drivers 



Badly worn, splintered, or broken 

handle . 
ienfo blade or shank 
Dull or podrly shaped blade 

/ 4 ■ y 



Dull blade 
Worn handle 



Using screw dtlver as a rfKlsel, pry. 

oi^ punch • / " 

Holdlpg screw drlyer l/ one hand and 

work ln>$he dther 
Using yrong-slze screw Wlver 

' M ^ 

Knlvesf 

Cutting toward body 
Placing In unprotected position 
Not using protecti^Yf sh^^th 



^^^^fi'-f* Punches 
Head mushroomed ^ " - -o ^ 

Head and point over-tempered Hi ^^^^^^ 

(Lo^k for chipping at the Not folding tool In safe manner 

cattlhg point.) ' .V 
Body of tool too short«to allow" f 
safe grip \ . - 



oo(s^. 



Loofee^ split, or rough handle 
(Tape should notjfte used on 
•handle becaixse If covers 
defects.) 
Head poorly or loosely fitted 
■ to handle 



Mallets and Hammers 

Using wrong 'type of hammer 

(carpenter's .hammer for m^hlne work) 
Exposing free ha^o hammerblbws 



Handle missing 

File teeth covered with foreign 
^ material or dull 



Fllep 

Using file as pry or punch 
Hitting file with hainner , 



JmiB worn or sprung 
M^hanical defects 



Improper set 

Loose or splintered handle 



Wrenches 



Using wrong type or size of ^eii^h 
Using, pipe on handle to get 2re leverage 
Using wrench as a hammer -leverage 



-Saws 



Dslng croJicut.saw.as a ripsaw ' 



ERIC 
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Unsafe Conditions 



HAND-TOOL-APPRAISAL CHECK1»IST ^ 



Unsafe Acts 



479 



Worp^ threads^ etc, ^ 
Poor and Inadequate base / 
Jack filled with dirt and grit/ 
Jack sf^ding under load with 
handle in socket 



Lifting Jacks 

Using j 
Falling 
Standlfig 



Ground vires, mssing or not 

connected 
Guards defective or missing/ 
cords ' left«^cross passage- 
ways , causing tripping 
^hazards ^ 
Infective leads . 
Hrushes sparking 



Electrically Peered Hand 




firm fomdation 
e of ja(&» ^^'^^ 




I. \ 



" -7 



MlsXise of poweredx^tool 
Failure to get a firm footing before 
starting work \ 




^ ^ Handout X-1-10 . 
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CCI DENT '1:AUSES, AND EFFECTS 



V 




BEING HIT 



STRIKING 
\ AGAIIJST 




c Aught in ) 



Transparency X-1-11 / 
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ACCIDENTS MAY CAUSE H.OSS OF ^ WAGES... LOSS • 
OF %0l5UCTI0N... SUFFERING OF INJURED... LOSS Of" 



JOB... EVEN DEATH... 



^yES, ACCII^WVS COST 
BfiCM ^MHVj ABOUT 




COST 1slOTHl^i<5 




Transparency X-1- 12 
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SAFETY BULLETiy 

■ ' V ^' 

^ Do You Bet Your Paydicclc? 

Some employees who have lost time for work Injur.les do not receive 

paycheck, regardless %f the length of time Involved. - 

We cite a section of tt^e law from th^ Workmen's Compensatf^on Act. 

65.1-38: WhenNronpensatlon Is not allowed for Injury, or death; burden 
of proof. — No C9n^>ensatlon shall be/alloyed for an Injury or death' 

(1) due;^to the employee's willful misconduct, Including Intentional, 
self Inflicted Injury. 

(2) growing out of his attempt to Injure another. 

(3) due to IntoxLcatl^on^ or 

(4) due to willful failure or refusal to use/a safety^ appllcance or - 
perform a 'duty required by statute or the willful breach of^ «ny 
rule or regulation adopted by the Employer and approved by the ' 
Industrial .Commission and brought-^^or^to the accident to the 
knowledge of the employee. 




We believe .you will agrk^ that It Is bad enough to suffer the pain of a 
lost time Injury and receive full compensation of 60% of your wages, not e»- 
ceedlng $62.00 per week after the first w^ek, the first seyen days not being 
paid unless you are out of work more than six (6) weeks, but to endure the 
suffering without^ any coiiq>ensatlon could result In hardship to your -loved 
one^svs&^ell. * 

you will better realize ^that youl^ safety is your 
responsl^yp^ty and determine to do your utmost in the following rules and 
regulations of s^ftfa^work practices. To do less, could mean a physical and 
financial loss to you. ^ ' ^ 




Handout X-1-13 
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HAZAKD CHECKLIST 



Safety-^ppraiial Report - \^ 

Name ( *l ''^ Date 



Supervisor ] • Section_ 



HOUSEKEEPING - State whether or not aisles are' clear » stocl^ properly piled» 
floors free from slipping and tijipping hazards » and wor^^area orderly^ 



















I 




/ ■ 





MACHINE HAZARDS - State wfa« guards are not found in use and where gtiards 
should be provided. This slfSuld Incltide gears » sprockets » chains » bolts » 
shafting » etc. 



FIRE HAZARDS -^(a) Are all fire-fighting appliances and fire exits ready for 
immediate use? (b) Are^ flanmnble materials properly handled and stored? 
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Handout X-l-14a 



PROTECTIVE EQUIPMENT - Are goggled^, respirators, safety caps, and other equip- 
ment ^bei^ Wbm as required? Jewelry and rings are a source of danger aroimd 
moving machinery. I 



r -f 



ELECTRKU^ EQUIPMENT - Note c<^nditi<m of switches, outlets, light cords, and 
gromm wkres . ^ ^ ■ • , -«* * . 




1 



T0OL5 - (a) Are the proper tools being. used for each Job? (b:) Are handles 
missing from files; chisels mushroome4; hammers, wrenches, and screw drivers ^ 
defective? 



/ • 

/ 



4- 



GENERAL CONDITIONS - '(a) Are boards with nails left on floor? (b) Are ladders, 
stairs, guards, and other equipment in need of rep^r? 



SET A GOOD SAFETY EXAMPLE YOURSELF 

Handout X-l-14b 
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SUPPLEMENTAL 
■ TEACHING MATERIALS FOR IWE » ' 

GENERALLY RELATED LESSONS ' f 

^ • . ' ' Unit X 

J ^ " * ° . Lessdn 1" 

4 ' * 

BOOKS . y - * 

■■ ■ ■ ■ • . 

• ■,■ J* . ■ 

Blake, R. P. Industrial Safety . Prentlce-'Hall, New Jersey, 1963.- 

Davldson, Ray. Peril on the Jfe)b . iPiAllc Affairs Pres^, Washington, D.C. 

DeReamer, Russell. Moderri Safety Practices . John Wiley & Sons, Inc., New 
York, ^^ew Yoi*, 1958. , 

-/-^ f 'Modern Safety Maniagemei^t . John -l^iley & Sons, New York, 1950. ^, 

Floris , A.- E.'tj and G. T. Stafford. " Safety Education. . McGrawTHlll Book / 
Company, New York, New Yorlt, 1962. 

fleinrich, H. W.^ Industtial Accid^t Prevetililon . McGraw-Hill Book Company, 
New York, New, York, 1959. \ / ■ 

Hoff , Peter S. Degigner^fiPteuide to OSHA , McGraw-Hill Bopk CompajiyV Nc 
York, New York, 1975. - 

Simonds, Rollin. Safety Management . Irwin Press, Homewood^ Illinois, o^403,' 
1%63. ^ . 

Strasser, Marland. Fundamentals of Safety Education . MacMi^lan, New York, 
^1965. 

Stack, H. J. and J. D. Elkon. Education for Safe-Living i, Preii^ice-Hall, 
Englewt^d Cliffs, New Jersey, 1966. j^"^ 

We're Never too Young to Leara Safety . U. S. Department of Labor Standards, 
Washington, D. C, 20025. 

Why Ask for an Accident? " National Researchers Bureau, Inc., 424 North Third 
Street, Burlington, Iowa, 52601. ' " 



BOajjCLETS 

Bend at the Knefea, Keep the Back Straight . C(Wmnonweialth of Virginia, Depart- 
-ment of Labor aotid Industry, Richmond, Virginia, 232J.9. 

Construction Industry. U. S. Department of Labor Occupational Safety and 

Health Administration, Superintendent of Documents, U.S. Government Print 
ing j)ff ice Washington, D.. C. — ; , J : , 

er /Employee Rights and Responsibilities Under the Occupational Safety 
and Health Act 6f 1970 . D. S. Department of Labor, Occupationial Safety 
and Health AdudLnlstration, Superintendent of Documents, Government Print- 
ing Office, Washington, D. C. 
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»2 ... 
BOOKLETS (continued) ^ ' 

Falls . Commoimealth of Virginia, Department of Labor and Industry » Richmond, 
Virginia, 23219. ' 

Federal Regisf r . U. S. Department of Labor, .Occupational Safety and Health 
Administration, Washington, D. C. 

Fire Extinguishers -and Their Use . Commonwealth of Virginia, Department of 
Labor and Industry, Richmond, Virginia, 232X9. 



General Industry^ U. S. Deptotment of Labor, Occupational Safety and , Health 
Administration, Superintendent of Documents, U. S. Government Printing 
Office; Sttshington, D. C. ^ 

Guideline s for Setting Up Job Safety and Health Prq^rams, V. S. Department 

of Labor, Occupational Safety and Health Administration, Superintendent . 
of Documents, Government Printing Office, W^hlngton, D. C. 

Hov to Keep Electricity from Killini^ , Bureau"^ of Shlpe, Navy Department, 
Washington, D. C, 20025. 

How to' Prevent Accidents in Your Home , iNatlonal Research Bureau, Inc. , 
Third Street, Burlington, Iowa, 52601, 20c. 

How's Your "Safety RatinR." Snap-on-Tools Corporation, Kenosha, Wisconsin. 

Job Saf ety^s Health. * *U7 s'/ Department of Labor, Occupational Safety and 

Health Administration, Superintendent of Documents, Government Printing ' 
Office, Washington, D. C. ^ 

Maintenance and Safety , Superintendent of pocumefots, U. S. Government * 
Printing Office, Washington, D. C, 20402. 

Safety and Health Standards for Agriculture . U. S. Department of Labor, 
Occupational Safety and Health Administration, -Superintendent of 
Documents, Government Printing Office, Washington, D. C. 



The Principles and Techniques of Mechanical Guarding. U. S. Department of 

Labor, Occupational Safety and Health Administration, Superintendent of 
Documents, Washington, D. C. / 

Training Requirements of the Occupational Safety and Health Standards , U. S. 
Department of Labor» Ocgypational Safety and Health Administration, 
Superintendent of Documents, ui S. Government Printing Office, Washington, 
D.C. 

What Every Employer Needs to Know About OSHA Record Keeping s U. S. Department 
of Labor, Washington, D. C. 

« 

FILMS 

American Roulette . This Is a safety film featuring the men ofi the production - 
floor. Grinding Wheel Institute, 16 MM, 28 minutes. 
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FlUfS (continued) ^ ' 

Anatomy of an Accident . An avard winning film that treats the motor vehicle 
accident problem from a personal viewpoint • Shows unsafe driving habits, 
26 1/2 minutes. Color, 1967, Statct. 

■"•'■^ 

Anyone at All - Safety in the Community > Dramatically shows many kinds of 
accidents which bring loss of life, physical impairment, economic loss, 
and suffering to families. 22 minutes, 1965, State. 

Before It*s Too Late . A safety film on the use of seat belts. Features Dick 
VanDyke. He relates how his own life was saved in a near fatal accident. 
12 1/Z minutes, color, 1967; State. 

Charlie's Haunt . Here is a delightful new twist to the old theme - safety. 
Edgar Bergen, Charlie McCarthy and a host of other stars team up to 
help reduce a rash of off-th«-job accidents in a community. 28 minutes, 
color, 1968, State. % 

The Challenge of Safety . This safetjjj^ film depicts the safety research at the 
Caterpillar Proving Qrounds. Caterpillar Tractor Co., 16 MM, 23 minutes. 

To Fall br Not to Fall . This film stresses alertness to unsafe conditions 
and actions as the prime deterrent to falls. Aetna Life & Casualty. 
16 MM, 10 minutes. 



PAMPHLETS 

Getting There and Back Safely . U. S. Government Printing Office, Washington, 
D..C., 20000, $1.00/100. 

' Let Your Legs do the Act of Lifting . U. S. Government Printing Office, 
Washington, D. C, 20000, $1.00/100. 

Sizing Up Machines for Safety . U.S. Government Printing Office, Washington, 
" D. C., 20000, $1.00/100. 

When Can You Trust a Ladder? U. S. Government Printing Office, Washington, 
D. C, 20000, $1.00/100. • • 

Working Safely with Substances that can Explode and Bum . U. S. Government, 
Printing Office, Washington, D. C, 20000, $1.00/100. 
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INSTRUCTOR'S LESSON FLAN 
6«n«rally Related Information 



. Unit X 
Lesson 2 



SUBJECT: Materfhl^Handllng 



OBJECTIVES: Students Vtll be able to discuss the factors causing handling 
Injuries and outline the steps leading to their prevention. 

TEACHING AID&: Overhead projector, 16 MM projector 

MATERIALS: ' Transparencies , heavy objects to be lifted 

REFERENCES: Industrial Safety > Blake, R. P., Prentice-Hall 

^\^t Safe Way to Lift a Weight , Odnmonwealth' of Virginia, Department 
>^ " of Labor, Richmond, Virginia 



PREPA^TION' <of the learner) [ ] ~ 

Tell a story about lifting and carrying heavy loads. 

Ask: What are the best ways to lift and carry heavy loads? 



I& 



PRESENTATION (of the Infonnation) 

INSTRUCTIONAL TOPICS RET POINTS (things to reaeaiber to do or say) 



A. Factors Causing Careless 
Handling Inju'ries 

1. Too heavy loads 

2. Lifting and lowering with 
back 

3. Handling with bad grip from 
awkward position 

4. Poor arrangement of 
materials (stacking) 

B. Pointers to Prevent Lifting 
and Handling Injuries 

1. Good footing 

2. Bend at the knees 

3. Keep back straight 

4. If weight is too much, get 
help 

, 5. Get firm hold and lift 
gradually ' 



Explain to the students that 2Bx of 
injuries are connected with handling 
of materials 

Invite weight lifter to demonstrate 
to class. 

Refer to Transparency X-2-1. 

Esq) lain to students the right way and 

the wrong way to lift an object. 

Refer to Transparency X-2-1. Ask 

Questions. 

Use heavy objects to demonstrate 4:he 
correct way to lift. 
Show film. p 
"Lifting, Man's Age Old Problem". 
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11. PRESENTATION (continued) 



INSTRUCTIONAL TOPICS 



KEY POINTS (thlng ; a to rtoenber to do or sav) 



STRESS: The point that therC Is an 
advantage of doing the Job 
correctly. 
Refer to Transparency X-2-2. ^ 



C. Using Material Handling Equip- 
ment (Fork lifts » etc.) 

1. Know hew to operate the 
machine 

2. Know hc^ to do the Job 
properly 

\ 3, Know what to d6 If something Refer to Transparency X-2-2. 
\ goes w.rong 

4.. Ask questions If tmsure 



Have class discussion. 



III. APPLICATION 

Have students demonstrate how 'to lift a heavy object properly. 



SUGGESTPD ACTIVITIES r^A 



Have students do a safety poster for display on the bulletin board. 
Refer to Handout X-2-3* , 

NEXT LESSON: Personal Protective Equipment 




GET HELf> ON HEAVY LOADS 
AND LET ONE MAN GIVE THE SIGNAL 
TO LIFT AND PUT DOWN LOADS 



r 




/ 



Transparency X-2-1 
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-DOING 



THE JOB 

^ ■ 



RIGHT! 



RULES 
I 



4.. 



FOLLOW MAINTENANCE 
I NSTRUCnONS. REPORT 
WEAf^. 



NEVER OPERATE 
WITHOUT AUTHORITY 




OPERATE WITHIN MACHINE 
CARACITY SPEEDS AND LOADS 



BE SURE SHIELDS 



AND 

IN PLACE 



ACE / 



ARE KEPT 



ELECTRICAL HAZARDS 



OUTLETS 
PLUGS 

CORDS 
SWITCHES 
ALL IN GOOD SHAPE 



IF NOT AUTHORIZED, NEVER 
TAMPER WITH POWER SUPPttK 




BE SURE POWER IS 
SHUT OFF AND LOCKED 
OUT BEFORE WORKING 
QN EQUIPMENT 




BE SURE GROUND WIRE IS USED. 



Transparency X-2-2 



318 



I 

, 501 




503 



INSTRUCTOR'S I«gSSON PLAN 
Generally Related Infoifpiatlon 



^ ' Unit 



\ . Lesflori 3 
SUBJECT: Personal Protective Equipment ^ 



OBJECTIVE: Students will be able to Identify the various typeSA, of personal 
' protective equipment that are available and explain their use, 

TEACHING AIDS: Overhead projector 

MATERIALS: Examples of each type of personal protective equipment, trans- 
parencies, handout ^. "Classes of Personal Protective Equipment". 

REFERENCES: Industrial Safety . R. P. Blake, Prentlce-Hlll 

Industri al Accident Prevention > H. H. Helnrlch, McGraw-Hill 
Book Conqpany. ' 



^ I. PREPARATION (of the leameor) 

Tell students, "Today we will discuss equipment which may save you from 
serious Injury or death." 



II. PRESENTATION (of the Information) 



INSTRUCTIONAL TOPICS KEY POINTS (things to ranember to do or say) 



A. 



fl^ad Protection 

1. Hard hats 

2. ^ Hair protectory 

3. Hearing protectors 



B. 



C. 



^ Face ^anjl^ Ey,e^ .^iTPJtACtlon. 
!• Goggles 

2. Welding helmets 

3. Face shields 



Protective Clothing 

1. Guard against: 
a. Bums 

^ .b. Scrapes 

c. Rashes and skin 
diseases 

2. Clothes must: 

a. Offer good protection 

b. Allow freedom of 
movement 



Refer to handout "Summary of Five Health 
Hazards". 

Refer to Handout X-3-i. Ask studc 
If they are required to wear perse 
protective equipment on their jobs/ ^ 



I 




Show students examples of each tytfe of 
personal protective equipment. 
strate the use of each type. 

Refer to Handout X-3-2. Go over trans- 
parency with students and answer all 
questions. 
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11. ^RgSMTATION (continued) 



INSTRUCTIONAL TOPICS 

D. Respljrators 

!• Air purifying 
2. .4lr supplying 



Hand, Foot, and Leg Protectors 
1« G^ix^es and hand leathers 

2. /Safj^ty shoes 

3, Foot guards ) 



KEY POINTS (things to reAember to do or say) 



Refer to reference: I 



ttlal Accident 



Prevention for equipment illustrations. 
Refer to Transparency 



III. APPLICATION 



Have students find a news article about an accident that could have been 
prevented if personal protective eqtd.pment had been used* 



IV. TEST 

Protectively equip the man in Handout X-3-4. 

6 



SUGGESTED ACTIVITIES: 

Have students list the personal protective equipment which they need on 
their Jobs. ^ 

o ^ . ■ / 

1 Visit two or more local plants, noting operational hazards and methods of 
compensating for them. 

Invite a safety engineer to talk to your class on the safety program in 
. .operation, at .Jtils- coiiq)wy-«< . ^ , < * . « ^ ^ . . < ^ . - ^ * < ^ — ........... « Jf , « „ . . « . , 
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SUMHART OF THE FIVE HEALTH HAZARDS 



ASBESTOS ' 

A. Asbestosls, a severe lung disease 

B. Employees at risk: 200,000 *f 

C. Insulation, manufacturing, shipbuilding, construction • • • 



A. Brain damage or death 

B. Employees at risk: unknown 

C. Virtually all Industries 

* 

COTTON DU^ 

A. Bysslnosls, a disabling lung disease 

B. Employees at risk: 800,000 + 

C. Cotton processing of all types . 



A. Severe gastrointestinal, blood and central nervous 
system disabilities 

B. Employees at risk: 1.6 million + 

C. Manufacturing of ammunition, paint, storage batteries, 
automobiles • • • 



SILICA 

A. Silicosis, a disabling lung disease 

B. Eiiq[>loyees at risk: 1.1 million + 

C. Abrasives, manufacturing, Iron and mineral processing, 
sandblasting • • • 



CARBON 




LEAD 




Employer /Employee Ri^ts and Responsibilities, OSAA of 1970, PL 91592, 
OSAA Document 2105. 

^ Handout X-3-1 
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PERSONAL PROTECTIVE EQUIPMEMT 



CLASSES OF PERSONAL PROTECTIVE EQUIPMENT 



A. 



Head Protection 



Hard hats 



2. Hair protection 

3. Hearing protectors 



B. Face and Eye Protection 

1. Gk)ggle8 

2. Helmet and hand shields 

3. Face shields . 



C. Respirlatory Protective Equipment* 

1. Air purifying i 

2. Air supplying 



D. Protective Clothing 



. E. Hand, Foot, and Leg Protectors 




4t 
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Handout X-3-2 
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CljOfrHES 

/ 

DOES YOUR JOB CALL FOR; 



A SAFETY HAT 
EYE SHIELD 
EAR PLUGS 
MASK 
APRON 
GLOVES 

SPECIAL SHOES 



NO SLEEVES 
NO NECKTIES 
NO LOOSE JEWELRY 
HAIR NET 
DURABLE CLOTWeS 
SHIRT TUCKED IN. 





BEING WELL DRESSED ON-THE-JOB MEANS 
WEARING THE RIGHT PROTECTI^ aOTHING. 

jflp Transparency X-3h3 

I " d ' • 
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THIS EMPLOYEE WORKS IN A LARGE INDUSTRIAL SETTING. HE 
IS SHARPENING TOOLS ON THE GRINDING WHEEL. PROVIDE HIM WITH 
THE NEEDED PROTECTIVE CLOTHING FOR HIS JOB. 

Handou X-3-4 
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SUPPLEMENTAL 
TEACHING MATERIALS ]toR JCT 
GENERALLY RELATED LESSENS 



Unit - X 
Lesson 2 & 3 




.ETS 



Low Voltage Electrical Hazards , Commom/ealth of Virginia, Department of Labor 
and ^Industry, Richmond, Virginia. 

Noise . The Environmental Problem. A Guide to OSHA Standards, U.S. Department 
of Labor,. Occupational Safety and Health Administration, Washington, D.C; 

Protective Equipment . Superintendent of Documents, U. S. Government Printing 
Office, Washington, D. C. 20402. 

Safe Way to Lift a Weight . Commonwealth of Virginia, Department of Labor and 
Industry, Richmond, Virginia. 



Don^t Push Your Luck . Presents a vivid re-enactment of a blinding eye accident 
that occurs in an industrial plant. Bauach and Lamb, Inc., National 
Society for the Prevention of Blindness, Inc., 635 St. Paul Street, 
Rochester, New York, 14603* 13 minutes, color, 1967. 

Everything to Lose. This film illustrates shop safety. Caterpillar Tractor 
Company, 16 MM, 18 minutes. ^ 

Handle with Care . This film illustrates fork lift safety. Eaton Corporation, 
Industrial Truck Division, 16 Ifif, 16 minutes. 

Lifting A Weight Away . This film demonstrates the proper lifting methods 

to avoid injury. United States Postal Service* 16 MM, 8 minutes. 

Lifting, Manls Age Old Problem . A safety film discussing back injuries. 
Aetna Life and Casualty, 16 MM, 14 minutes. 

The Color of Danger. This safety film offers tips for avoiding accidents 
while working with material handling machineij^. Towmotor Corporation, 
16 MM, 16 minutes. . { 

Safety at Work. This film illustrates that sound safety^ rograms can reduce 

industrial injuries where protective equipment is usedt 18 minutes, color, 
Aetna Life and Casualty, 151 Farmlngton Avenue, Hartford, Connecticut, 



The Smartest Kid in Town . Re-enactment of eye accident and of prevention 
method. Harvest ^ilms. New York, New York, ^0 minutes, 16 MM. 



FILMS 



06115. 
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V 
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^ SUPPLEMENTAL 
tEACHING MATERIALS FOR ICT 
GEmSALLT RELATED LESSONS 



Unit X 



Lesson 2 & 3 

PAMPHLETS 

The Safe Way Is the O nly Way to do the Job . ' U. S. Government Printing Office 
Washington, D. C, 20000, $1.00 per 100. 

Work Clothes that Pro tect the Body . U. S. Government Printing Office, ' 
Washington, D. C . , 20000, $1.00 per 100. 
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